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ABSTRACT
The purpose of this thesis is to identify the functions and responsibilities
of the Naval Postgraduate School personnel who routinely manage operating
and research funds; and to develop a comprehensive, entry level financial
management guide to assist cost center personnel in effectively managing these
financial resources.
The management guide provides an introductory background to the key
financial concepts and terms associated with the Navy's Resource Management
System (RMS), followed by a description of the procedures necessary to
prepare the financial documents commonly used at the Naval Postgraduate
School. The guide then depicts the basic flow of the School's financial
documents, and concludes with recommended procedures for preparing,
maintaining and reconciling sub-cost center accounting records. The guide is
primarily intended for use in the cost and sub-cost centers of the Naval
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The purpose of this thesis is to develop a comprehensive, entry level financial
management guide to assist cost center personnel in effectively managing financial
resources. The guide is intended for use in the cost and sub-cost centers of the
Naval Postgraduate School (NPS), Monterey, California.
The financial management guide was developed by first identifying the
functions and responsibilities of the Naval Postgraduate School personnel who
routinely manage the School's funds. Once an understanding was gained of the
organization and its functional requirements, a guide was prepared to present the
information in a logical sequence, using a minimum of technical jargon. The guide
was then reviewed for accuracy and content by the Comptroller and various
cost/sub-cost center staff.
The financial management guide is primarily designed to help cost center
personnel, who may have little previous exposure to Navy resource management,
understand the fundamentals of the system. With this goal in mind, the question we
continually asked ourselves was, "is there really a need to know?" Many aspects of
the guide, therefore, have been simplified to a great extent to prevent "submerging"
essential information in a "sea of unnecessary detail". Some aspects of financial
management, the budgetary process - for example, have been completely excluded
for this very reason. "When distributed to the cost centers, the financial management
guide should permit untrained personnel to quickly assimilate the basic information
necessary to effectively perform cost center financial management - whether it be
document preparation for purchases, travel, training or labor, or the preparation,
maintenance or reconciliation of cost center accounting ledgers. The guide should
also serve as a convenient reference source for persons involved in the complexities
of the Navy's Resource Management System on a daily basis.
B. BACKGROUND
Ashore Naval activities (Fund Administering Activities) are allocated funds, in
the form of Allotments, in order to perform their assigned missions. The major
sources of funding include Operations and Maintenance, Navy (0&M,N) for general
operations, Other Procurement, Navy (OP,N) for investment type purchases, and
reimbursable funding to support the specific needs of other DOD components.
Typically, Fund Administering Activities (FAA) centrally manage the obligation and
expenditure of OP.N and reimbursable funds, and reallocate a portion of 0&M,N
funds as Operating Targets, or OPTARs, to cost centers. The cost centers, in rum,
distribute the funds to their respective sub-cost centers. The Fund Administering
Activity is required to budget, account, manage, and report on the use of these
resources.
Research efforts at the Naval Postgraduate School, a Fund Administering
Activity, require more flexibility in the control of these funds than normally found
elsewhere. Academic departments (cost/sub-cost centers) may simultaneously engage
in several research projects requiring the use of OP,N funds for major equipment
purchases, reimbursable funds for non-Navy research, and, as of FY88, 0&M,N
funds for Navy sponsored research projects and routine operations.
With the large number of cost and sub-cost centers, and the myriad
requirements for administrative, educational and research funding at the Naval
Postgraduate School, it is imperative that the flow of financial information between
department and comptroller be both accurate and timely. Failure to adequately track
the status of funding commitments, obligations, receipts and expenditures results in
erroneous entries in the command's official financial records, held by the
Authorization Accounting Activity/ Financial Information Processing Center
(AAA/hlPC). Errors in these records, as well as unreconciled differences in the
"unofficial", or local memorandum accounting records held at the local level, may
result in the inefficient allocation of financial resources, delays or loss of any
additional funding which become available, and a violation of Federal law. For
these reasons, it is imperative that cost/sub-cost centers be provided with the
necessary tools to effectively exercise their fiscal responsibility.
C. RESEARCH OBJECTIVE
The impetus for the financial management guide stems from a number of
findings and recommendations contained in the Naval Audit Service Audit Report of
the Naval Postgraduate School dated 22 January, 1987, [Ref. 1] and the Naval
Postgraduate School Internal Review Office (IRO) OPTAR Accounting Procedures
Evaluation of 21 August, 1989, [Ref. 2]. Two recommendations contained in the
IRO evaluation [Ref. 2] specifically addressed the following:
That the NPS Comptroller develop a desk guide with step by step instructions
on how to establish, update, reconcile and modify an OPTAR expenditure
record book.
That the NPS Comptroller provide training for new staff members in the
academic departments who will be responsible for maintaining OPTAR
records...
In addition to fulfilling the recommendations of the NPS Internal Review
Office, and based upon our findings and those contained in Tillotson's, An Analysis
of Administrative Controls for Management of Financial Resources at the Naval
Postgraduate School [Ref. 3] (a thesis research project conducted concurrently with
our own), it was thought that the guide should also serve as a central means of
providing information on a number of related topics, i.e., an overview of the Navy's
Resource Management System, the legal implications of fund management, cost
accounting and local management codes, and document routing procedures, to name
but a few.
The research objective, therefore, was to develop a financial management
guide to assist cost/sub-cost center personnel in understanding the fundamentals of
the Resource Management System, as well as help them to effectively prepare and
maintain financial records. Effective reporting and record keeping by all NPS cost
centers will assist in the efficient allocation and redistribution of OPTAR and
research funding.
D. RESEARCH QUESTION
The two primary research question were: To improve the accuracy and
timeliness of NPS cost/sub-cost center reporting, what elements of the Resource
Management System (RMS) should be incorporated in a financial management
guide? Secondly, by conducting a review of RMS policies and procedures at the
Naval Postgraduate School, what recommendations for improvement could be
suggested? Additional questions included:
• What are the cost center fiscal reporting requirements with respect to direct
and reimbursable funding?
• What are the cost center responsibilities regarding research funds and how
do they account for funds received?
• How do the flow of funds and supporting documentation occur at the Naval
Postgraduate School?
• What methods are used to record financial transactions and how do cost
centers reconcile their financial records with Comptroller Department
records?
• Which aspects of financial reporting and record keeping do cost center
personnel find most difficult to prepare?
E. SCOPE, LIMITATIONS, AND ASSUMPTIONS
This thesis focuses on assessing the requirements of cost center financial
reporting at the Naval Postgraduate School and preparing an informational guide to
simplify the preparation of RMS financial reports and records. Management to
Payroll (MTP) is centrally managed by the NPS Comptroller; therefore, with the
exception of labor document preparation procedures and a brief overview of
departmental responsibilities, it has been specifically excluded.
The financial management guide is intended for use by government employees
who have little or no experience in managing Navy funds. The guide addresses
only those areas considered essential, i.e., those areas which could impact upon a
new employee's ability to effectively perform his or her job with respect to
managing financial documents or properly recording financial transactions. As with
any text of this scope, it is impossible to discuss every conceivable situation which
may arise, nor can words alone compensate for a lack of actual experience. The
guide should, however, provide a basic understanding of the financial management
process as it applies to the Naval Postgraduate School and serve as a convenient
reference source while financial management experience is acquired.
F. LITERATURE REVIEW AND METHODOLOGY
Information for this thesis was obtained in two ways: a literature review of
NPS Comptroller related instructions and manuals, current Naval directives and
instructions, guidance prepared by other naval activities and individuals; and field
research.
1. Literature Review
An extensive study of available literature was conducted using the
following guidelines: the information obtained must be relevant to the needs of cost
center financial managers, and the information must be sufficiently detailed to
enable a user of the guide to become functionally proficient in managing cost/sub-
cost center financial resources. Some digression from these guidelines was
exercised in preparing the introductory chapters of the guide, simply to provide a
basic understanding of the terms, organizations and processes involved in the
financial system external to the Naval Postgraduate School, without inundating the
reader with details of the system he or she is unlikely to encounter.
The literature review encompassed a number of manuals, reports and
instructions prepared by the Naval Postgraduate School and its Comptroller
Department [Ref. 4-9]; thesis research conducted at NPS in the area of financial
management [Ref. 10-13]; course and supplementary reading materials used in the
NPS Financial Management curriculum [Ref. 14-17]; and Navy financial
management manuals and instructions [Ref. 18-27].
2. Field Research
Interviews were considered the most practical and cost effective vehicle
for collecting the views, judgments and appraisals of those involved with the
preparation of cost center financial reports and records. The following organizations
were interviewed:
a. Comptroller Department
Comptroller Department personnel were interviewed to determine
current problems associated with the management of NPS funds and to gain an
understanding of the School's system of internal controls. Persons interviewed
included the Deputy Comptroller, division heads within the Comptroller Department,
account and budget technicians, travel and edit clerks, and payroll personnel.
b. Research Administration Office (RAO)
Personnel within the Research Administration Office, including the
Dean Of Research, were interviewed to determine their functions and responsibilities
with respect to direct and reimbursably funded research projects.
c. Personnel Support Detachment (PSD)
PSD personnel were interviewed to determine their responsibilities
with respect to the disbursement of funds for travel or training requirements.
d. Supply Department
Supply Department personnel provided information on the correct
procedures for requisitioning and receiving goods.
e. Cost/Sub-Cost Centers
A number of cost and sub-cost center personnel, including members
of the Administrative Science, Operations Research and Meteorology departments,
were interviewed to determine how they routinely conducted business and to
ascertain their level of understanding with respect to the Navy Resource
Management System, account ledger reconciliation procedures and financial
terminology.
The information obtained during our interviews, as well as that obtained
during the concurrently conducted thesis mentioned earlier, was invaluable in
determining the focus of the guide and the level of information necessary to meet
the needs of the end user.
G. ORGANIZATION OF STUDY
Before discussing the organization of the study, an explanation of the format
of the thesis is in order. As indicated in the Table of Contents, the organization of
this thesis is somewhat unconventional. The reasons for this are threefold:
• The result of this thesis is a separate financial management guide.
Incorporating the guide into the body of the thesis would make it difficult
for the guide to be physically separated from the thesis discussion.
• The financial management guide contains its own Appendices and reference
list. Placing the guide before the required thesis elements, such as the
thesis List of References and Distribution List, would confuse a reader
more than simply appending the entire financial management guide to the
end of the thesis.
• The authors felt that the thesis formatting requirements, while appropriate
for a conventional thesis, were not appropriate for an informational guide.
With this in mind, Section II presents the Recommendations and Conclusions
of the research. The recommendations included in Section II are a response to the
second primary research question identified earlier, while Appendix A, the Naval
Postgraduate School Cost Center Financial Management Guide, satisfies the first
primary research question. The guide provides an introductory background to the
key financial terms and concepts associated with the Navy's Resource Management
System (RMS), followed by a description of the procedures necessary to prepare the
financial documents commonly used at the Naval Postgraduate School. The guide
then depicts the basic flow of the School's financial documents, and concludes with
recommended procedures for preparing, maintaining and reconciling sub-cost center
accounting records. Several works have been appended to the guide, including an
excellent glossary of financial terms prepared by Lieutenant Commander Daniel M.
Lien, USN and a guide for preparing Personnel Request forms developed by the
Civilian Personnel Department, Naval Construction Battalion Center, Port Hueneme,
California.
O. RECOMMENDATIONS AND CONCLUSIONS
A. RECOMMENDATIONS
The objective of this thesis was to write a guide to standardize cost center
accounting procedures and to improve the management of financial resources at the
Naval Postgraduate School. During the course of our research, several areas of
concern became apparent and are set forth in the following recommendations:
RECOMMENDATION 1:
The Naval Postgraduate School develop or procure a standardized
automated cost center accounting program.
As shown in the management guide appended to this thesis, manually
maintaining cost center accounting ledgers is a time consuming process. In an
effort to cope with the School's accounting requirements, cost centers, sub-cost
centers and principal investigators have resorted to purchasing a number of
commercially available software packages. While helpful, these accounting
programs do not provide any degree of standardization and vary greatly in user
interface design, capacity and functionality.
In an effort to remedy the problem of cost center accounting standardization,
the Comptroller Department has recently released an automated template for Lotus
1-2-3. While providing standardization to the Comptroller's Monthly Report, the
use of a Lotus template has several key disadvantages:
• Cost - Each cost center will require a licensed copy of Lotus 1-2-3 in order
to use the template.
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• Training - Lotus is a sophisticated program which requires a significant
amount of training prior to gaining proficiency. The program is not
particularly "user friendly" and watching Lotus 1-2-3 perform a series of
computations using its macro functions would probably intimidate most cost
center users.
• Data security - Lotus does not have an autosave function to prevent
accidental loss of data. Additionally, the Lotus global protect feature does
not provide adequate safeguards to prevent the accidental manipulation of
data or formulas. In our opinion, Lotus 1-2-3 is more appropriate for the
experienced single user. Without the necessary safeguards, a number of
inexperienced users using the same copy of the program will probably
result in extensive data corruption to the cost centers data files and
additional manhours being spent in correcting erroneous data.
As a alternative to Lotus, a relational database program should be considered.
Several database programs, e.g., dBase IV, FoxPro, can be compiled, using a
compiler or application generator, to create stand alone application programs.
Software of this nature has several distinct advantages over Lotus 1-2-3:
• Cost - By using software that can be compiled, without license restrictions,
into executable programs, the School can freely distribute a locally
developed database program without having to purchase numerous licensed
copies of the original software package.
• Training - A locally developed database program can be designed with a
"user friendly" interface. Unlike Lotus, a compiled database program can
be designed to be menu driven with extensive pop-up help, data, and
information screens. This would allow individuals with little or no
computer experience to use the program; thereby reduce training costs.
• Security - A locally developed database program can be designed to
eliminate user tampering; this would prevent data file corruption and
increase the accuracy of input. Automatic save and backup features could
also be incorporated.
A number of features considered appropriate for a "user friendly" local
accounting program include:
• capable of multiple account applications.
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• allows narrative tides.
• pop-up menu selection of accounts.
• able to track account subtotals.
• can be configured with local codes and serial numbers.
• automatically tracks the use of document serial numbers, etc.
• has several fields adaptable for cost center use, e.g., sub-account numbers
for research, and budget codes.
• has pop-up selection of job order numbers for OPTAR, i.e., Software =
RXXXX, Trans = EXXXX, RegFee = QXXXX.
hides unnecessary fields.
has an account balancing capability.
requires an explanation for changes to transaction status.
assigns sequential document numbers with override.
has maintenance features, i.e., backup, and restore.
provides an adequate audit trail.
provides automatic save, or queries to save, upon exit.
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RECOMMENDATION 2:
That NPS conduct an analysis of future information system requirements
for internal financial accounting and management control systems.
The use of Lotus 1-2-3 appears to be a short term, and costly, solution to the
School's need for accurate and timely accounting information. Not only will
extensive training be required, but a licensed copy of the software, or corporate
license, will be required for each work station. Rather than an emphasis on short
term solutions, the School should evaluate its future needs, if any, for a long term
solution to total system integration. In other words, does the School require a Local
Area Network to tie its cost centers to the Research Accounting Office (RAO) and
Comptroller Department? Could modem communications be used to access
Comptroller records, in a read only mode, to update cost center records? Will the
accounting software purchased now interface with the hardware or software
requirements of an integrated system, and will the software purchased today satisfy
the needs of tomorrow?
RECOMMENDATION 3:
The Comptroller's Monthly Report should be changed to a more readable
format.
In its current form, the Comptroller's report is difficult to read and interpret.
Further, since it is cumulative in nature, cost centers reconciling their accounts must
review every transaction since the beginning of the fiscal year to determine if a
change in transaction status or price has occurred. It is recommended that the
Comptroller develop a system that readily identifies transaction adjustments or
switch to an event based reporting format, i.e., report price changes, expenditures,
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and cancellations as separate transactions referencing the originating document
number.
RECOMMENDATION 4:
Cost/sub-cost center Funding Authorizations should include specific
responsibilities and requirements for fund administration and account
reconciliation.
Fund Authorizations for OPTAR, and Granting of Funding Authorizations for
research accounts, do not specify basic responsibilities for fund administration or
account reconciliation, nor do they clearly define any restrictions and imposed
ceilings. Appropriation allotments received by the School clearly reflect restrictions
on fund utilization. It would seem appropriate that cost centers be given the same
guidance regarding the use of their funds. Guidance should clearly state
reconciliation responsibilities, as well as those responsibilities concerning the
management of research accounts.
RECOMMENDATION 5:
One assistant within each cost/sub-cost center should be assigned overall
accounting responsibility.
Currently, several cost centers split accounting responsibilities along functional
lines, i.e., one individual manages purchasing, another travel, and another labor.
Without someone being assigned overall accounting responsibility, the reconciliation
process is prone to error.
RECOMMENDATION 6:
Separation of duties.
It was noted that several cost centers have the same individual assigned the
responsibilities for requisitioning, receiving, and accounting for purchases. General
14
guidelines for internal control procedures require the separation of accounting from
the custody of assets, as well as the separation of transaction authorization from the
custody of related assets.
RECOMMENDATION 7:
Standardized Accounting Terminology.
The terminology used on the Comptroller's Monthly Report is confusing and
should be revised, e.g.,
• Change the title of "Other Reimbursables", shown on the monthly
Reimbursables Report, to "Miscellaneous Reimbursables". This will prevent
confusion with those reimbursable funds identified as "Other" than research.
• On the monthly OPTAR Report, change the column heading listed as
OPTAR Auth., to OPTAR Auth. (less Travel).
• On the monthly OPTAR Report, change the column headings listed as OBL
ORIG and OBL/EXP, to EST. OBL. and ACT. OBL.
RECOMMENDATION 8:
Training on accounting and reconciliation procedures should be regularly-
provided to cost center personnel.
While the management guide developed in this thesis should provide a solid
foundation for cost center account management, the guide does not displace the
need for training. The Navy's Resource Management System is complex and
dynamic; local changes in policy and personnel turnover warrant training at least on
a quarterly basis.
RECOMMENDATION 9:
Annually update the NPS Cost Center Financial Management Guide.
The financial management guide has been prepared using information
applicable to fiscal year 1990. It is hoped that the guide will continue to serve the
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needs of its users well into the future. In order for the guide to remain
viable, however, it must be continually updated and enhanced. It is recommended
that cost centers submit change recommendations, throughout the year, to a central
point within the Comptroller Department, and that someone within the Department
be assigned responsibility for the guide's maintenance. The master copy of the
guide, written in Word Perfect 5.0 and contained on computer disk, has been
provided to the Comptroller Department for this purpose.
B. CONCLUSIONS
The objective of this thesis was to identify the functions and responsibilities of
the Naval Postgraduate School personnel who routinely manage operating and
research funds; and to develop a comprehensive, entry level financial management
guide to assist cost center personnel in managing their financial resources.
The authors hope that the management guide will serve as a basic training
guide for NPS personnel unfamiliar with Navy accounting policies and practices, as
well as a reference source for the daily management of cost center accounts.
Although much of the ground work has been laid, without continued support, time
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This guide is written to assist persons who are assigned the responsibility of
accounting for government funds at the Naval Postgraduate School. The guide develops a
framework for understanding the Navy accounting system and provides a set of
standardized procedures for use in appropriated fund accounting.
This guide is divided into four major parts:
Part I Financial Management Overview.
Part II Document Preparation Procedures.
Part III Document Processing.
Part IV Accounting Procedures.
The text does not profess to be totally comprehensive; there are numerous
exceptions and many special situations which, if explained in depth, would only serve to
complicate matters further. The primary objective of this guide is to provide a solid basis
for functioning in the Navy's financial environment. A comprehensive glossary of financial
and accounting terms is contained in Appendix A. Appendix B provides a list of
references which further amplify various aspects of Navy financial management.
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THE NAVY ACCOUNTING SYSTEM
Before introducing the general concepts associated with Navy accounting, it is
important to establish the reasons for exercising good accounting practices and
maintaining accurate accounting records.
First, accurate accounting records assist the Naval Postgraduate School and
its cost centers to stay within the spending limits set by higher authority. A
violation of these limits is a serious offense and may result in stiff penalties being
imposed upon those who fail to comply with federal regulations. Secondly,
inaccurate accounting records may perpetuate a perception of inefficient funds
management and ultimately lead to a reduction in funding. The purpose of the
guide, therefore, is to provide cost centers with the information necessary to
maintain accurate accounting records and effectively manage financial resources.
In this Chapter we will discuss, in general terms, the key organizations and
processes involved in the Navy accounting system . First, we will look at who
keeps accounting records; then, we will observe how information is captured and
recorded in these records; and finally, we will examine the reconciliation process.
Who Keeps Accounting Records?
To efficiently allocate and utilize resources within the Department of the
Navy, information is needed at all levels of management. Upper levels of
management require information for long range decisions, while middle and lower
management require information for short range decisions.
The Navy's Resource Management System (RMS) is a formal system that
performs the functions of budgeting, accounting, and managing funds. This system
is the source of financial management information for middle and upper levels of
Navy management; while local records serve as the basis for lower management
decisions and a means of ensuring that information is reported accurately into RMS.
The need for information at local and higher levels of management require at
least three different sets of accounting records be maintained. The three levels of
accounting records maintained for the Naval Postgraduate School are:
1. Financial Information Processing Center (FIPC). The Navy
Regional Finance Center (NRFC), Washington, D.C., commonly referred
to as the Authorized Accounting Activity (AAA) is NPS's Financial
Information Processing Center. It is responsible for maintaining the
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official/legal accounting records for NPS and for generating official
accounting reports which are forwarded directly to upper levels of Ne
management.
2. NPS Comptroller. The NPS Comptroller maintains a set of
memorandum, or unofficial records. These records centralize control
NPS funds and provide a check on the official records. Information
from these records provide the basis for resource management at the
NPS.
3. Cost Center. The cost center also maintains a set of memorandum,
unofficial records. A cost center is a NPS department or organizatior
entity that has been delegated the authority to expend funds. Recon
are kept at this level to maintain a current balance, to ensure that
authorized spending ceilings is not exceeded, and to verify that
transactions post accurately to the Comptrollers and FIPC's records.
How Information Gets into the Accounting Records.
As we have seen, the cost center, Comptroller, and FIPC each maintain
separate accounting records. Now let's examine how transactions are captured ai
recorded into the accounting records at each of the three levels. To understand 1
we must first understand the transaction cycle.
Transaction Cycle.
Each transaction goes through a relatively simple series of events called th
transaction cycle. As a transaction goes through this cycle, the transaction's
accounting status changes. The following events describe the transaction cycle ai
its relationship to the accounting status (see Figure 1.1):
1. The cycle begins when a need for material or service arises.
2. The fund manager authorizes the purchase of an item or service with,
requisition. The requisition obligates the funds needed for the purch
This Obligation is considered an Undelivered Order (UDO) until goodi
and services have been received.
3. When the item or service is received, payment is due to the supplier.
The funds remain in an obligated status, but the Obligation is now
classified as an Accounts Payable.
4. The supplier bills the government by mailing an invoice to the receiv
activity. Once the invoice is certified to be proper, it is forwarded to
the appropriate paying office for payment.
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Figure 1.1 Transaction Cycle
The transaction cycle is complete when the supplier is paid and
the payment information is matched with the initial obligation. The
Obligation is then liquidated and the transaction is then classified as an
Expenditure .
The following definitions further amplify the meaning of the transaction's
accounting status:
1. Obligation. An obligation is a legal reservation of funds. An
obligation is incurred when an order is placed, or when a contract is
awarded for the delivery of goods or performance of services. An
obligation legally encumbers a specific sum of money for future
expenditure. Examples of obligations include the issuance of travel
orders or requisitions.
2. Expenditure. An expenditure is the actual payment, disbursement, or
transfer of funds. It represents the final stage of the transaction cycle.
Using the transaction cycle as a frame of reference, we can now examine how
these events are captured and recorded by the accounting system. Figure 1.2
provides a graphical representation of how accounting information enters the Navy
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accounting system. The circled letters in the diagram corresponds to the narrative
below:
(A) When a requisition or set of travel orders is initiated, the transaction i
entered in the cost center's ledger as an obligation.
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Figure 1.2 Flow of Accounting Data
(B) Requisitions and travel orders are passed to the Comptroller
Department, where the transaction is entered as an obligation into both the
Comptroller's memorandum records and the official records at the FIPC.
Comptroller personnel enter obligations into the FIPC database through on-
line computer terminals.
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(C) After items requested have been ordered, the Supply Department
notifies the Comptroller of any price changes. This information is used to
adjust the amount of the Obligation in both the Comptroller's memorandum
records and the official records at the FIPC.
(D) When a Disbursing Office (located at a FIPC or a field activity) pays a
vendor's invoice or a travel claim, the information is reported electronically to
the appropriate FIPC. The payment information is then electronically
matched with obligations resident in the FIPC database. If the information
matches, the matched obligation is liquidated and the transaction is reflected
as an expenditure in the official records.
The amount of the expenditure often differs from the amount of the
obligation. This is almost always the case with travel expenses, since it is
difficult to predict the exact amount of the travel entitlement. The amount
paid suppliers of goods and services can also differ as a result of discounts
taken for early payment. Expenditure posting errors can also lead to
differences in the amount obligated and expended. When the expenditure
posts to the accounting records, the obligation is liquidated and replaced with
the actual amount of the expenditure.
As Figure 1.2 illustrates, some events are not captured by all three levels. As
a result of this inconsistency, a mechanism must exist for transmitting information
and reconciling differences between the three levels. This is where the
reconciliation process comes in.
The Reconciliation Process.
Much like the bank statements used to reconcile checking accounts, monthly
accounting reports are used to reconcile memorandum accounting records with the
official records. Each month, the FIPC produces a set of accounting
reports/transaction listings reflecting the activity in the official records. The
Comptroller reconciles the locally maintained memorandum records with information
in these FIPC reports/transaction listings. The Comptroller subsequently issues a
monthly report to cost centers from their updated accounting records, and cost
centers reconcile their records from information contained in these reports.
Monthly accounting reports serve three principle functions in the reconciliation
process:
First, they serve as the primary source of information for making
adjustments. Referring back to Figure 1.2, we see that expenditure
information is captured by the FIPC, but not by the Comptroller or cost
center. We also see that price changes are reflected in the FIPC and
Comptroller records, but not in those of the cost center. Monthly accounting
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reports provide price change, cancellation and expenditure information to coi
centers - just as bank statements provide interest earned, bank fees, or che«
printing charges. Expenditure information is transmitted to the Comptrolle:
through the AAA/FIPC Monthly reports and transaction listings. Expenditu
and price changes are further transmitted to individual cost centers througl
the Comptroller monthly reports. See (E) and (F) shown in Figure 1.3.














Figure 1.3 Reconciliation Process
Second, accounting reports provide a means of ensuring that obligations pos
to the official records accurately and in a timely manner. Just as a person
balancing a bank statement expects to have outstanding checks, the cost center a
expect that recent obligations will not have posted to the Comptroller or FIPC
records. Obligations that do not post in a reasonable amount of time should be
researched.
Third, accounting reports serve as a means of identifying erroneous
transactions, e.g., charged to the wrong activity, charged to the wrong job order
number, double charges or incorrect amounts. The monthly report provides the
feedback necessary to catch these errors.
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Summary.
To facilitate efficient use of scarce financial resources, current and accurate
accounting information is required at all levels of the Department of the Navy.
This requirement for information demands that accounting records be maintained at
three different levels. While local accounting records provide the manager with vital
real time information, they also afford a means of ensuring that transactions are
reported accurately into the official records. The official records, on the other hand,
provide additional information needed to update the local records. The ability to
conceptualize this interdependence of accounting records and the flow of information,









Funds within the Department of the Navy generally flow from the Comptroller
of the Navy (NAVCOMPT) to the Fund Administering Activity (Figure 2.1). The
Navy's Resource Management System (RMS) is designed to account for these funds
and ensure efficient allocation in support of the Navy's mission. The system also
affords a means of ensuring that monies entrusted for national defense are used in
the manner prescribed by Congress. The following section provides a brief summary
of the various organizations involved in the funding process, and their functions as
they apply to the Naval Postgraduate School .
Who Does What and Why.
Administering Office - Field Support Activity (FSA).
The Field Support Activity (OP-09BF) is the Administering Office responsible for
budgeting, accounting, and reporting to the Chief of Naval Operations (CNO) on fund
allocations pertaining to various naval activities, including the Naval Postgraduate
School. The FSA is the major claimant for NPS, and as such it controls the Schools
"purse-strings". Funding is provided to NPS in the form of an annual allotment.
Although NPS receives an annual allotment, the funds are actually apportioned on
a quarterly basis. This allows the FSA to oversee the School's rate of spending. The FSA
also monitors budget execution performance at the Naval Postgraduate School by
comparing the financial performance data documented in the Financial Information
Processing Center's (FIPC) official financial reports, to the fiscal year budget approved
for NPS. Failure by NPS to adequately manage financial resources, or the perception of
such a state as indicated by inaccurate FIPC reports, could result in a redistribution of
funds to other competing organizations administered by OP-09BF; e.g., the U.S. Naval
Academy and Naval War College. Legal proceedings may also result if funds are not
properly managed.
11
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Fund Administering Activity (FAA)/Responsibility Center - Naval
Postgraduate School.
In RMS terminology, the Naval Postgraduate School is a Fund
Administering Activity. ("Fund Administering Activity" has replaced the former
RMS term, "Responsibility Center".) NPS is headed by a naval officer, the
Superintendent, who is responsible for the management of the School's financial
resources. As such, the Superintendent could be subject to legal proceedings/
disciplinary action if federal laws, with respect to proper financial management, are
violated.
In practical terms, the Superintendent delegates authority to the NPS
Comptroller to manage the School's finances. As such, the Comptroller functions as
"an Assistant to the Superintendent, for duties which include developing,
coordinating, and maintaining an integrated staff service in the financial
management area which will provide the Superintendent the factual data essential
for effective management control." The duties and responsibilities of the Comptroller
Department include:
1. Translating NPS program requirements into a financial plan.
2. Formulating the NPS budget.
3. Comparing program performance with the financial plan, and
determining where reprogramming of finances may be required.
4. Acting as liaison with the Chief of Naval Operations/Field Support
Activity (OP-09BF) and NPS's Authorizing Accounting Activity/Financial
Information Processing Center (AAA/FIPC), on accounting matters
relating to the School's budget and assigned funds.
5. Maintaining memorandum accounting records for all funds assigned to
the Superintendent, and forwarding all obligation documents to the
AAA/FIPC.
6. Introduction of obligation/expense transactions into the AAA/FIPC
database.
7. Performing timekeeping and payroll functions for civilian personnel
employed at NPS.
In addition to the responsibilities listed above, the Comptroller is also
responsible for providing the cost centers with financial management policy
guidance, disseminating information related to financial matters, and collecting and
processing accounting documents.
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The structure of the NPS Comptroller Department is illustrated in
Appendix C - Organizational Charts.
Cost Centers/Sub Cost Centers NPS Departments.
Cost centers/sub-cost centers are subdivisions of a Fund Administering
Activity. At NPS, cost centers and sub-cost centers are those departments which
receive a portion of the School's normal operating funds. These funds are known a
an "Operating Target" or "OPTAR".
Note: While cost centers are headed by line managers, i.e., Director of
Programs (Code 03), Director of Military Operations (Code 04), Dean of
Information and Policy Sciences Code 05), Dean of Science and Engineering
(Code 06); and sub-cost centers are the various departments working beneath
the line managers, for simplicity both will be referred to as "cost centers".
While the Comptroller is responsible for providing the cost centers with
information, guidance and administrative support; the cost centers have a reciprocal
responsibility to the Comptroller to provide obligation and budgeting information.
This includes submitting accurate and timely source documents for the purchase of
supplies, travel, and labor; as well as reconciling cost center accounting records and
providing inputs to support the School's budget plan. Cost centers must also
properly manage their financial resources, and exercise controls to stay within the
limits established by the Comptroller and Superintendent.
Authorization Accounting Activity/Financial Information Processing Center
(AAA/FIPC) - Navy Regional Finance Center (NRFC), Washington D.C.
The Navy Regional Finance Center (NRFC), Washington, D.C, is the
AAA/FIPC for the Naval Postgraduate School. The AAA/FIPC provides bill paying
and accounting services, performs civilian employee payroll functions, maintains the
School's financial database, and provides periodic official accounting/financial
management reports to NPS and its major claimant, the FSA (OP-09BF).
Obligations incurred by NPS are entered into the Navy's official accounting
system by means of computer terminals located in the offices of the NPS
Comptroller. These remote terminals use a database system, known as "WESTI"
(Westinghouse), to input obligations directly into the automatic data processing
(ADP) hardware at the FIPC.
14
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The concept of integrated data processing equipment tied directly to field
activities by means of remote terminals, is the Integrated Disbursing and
Accounting Financial Management System (IDAFMS) (Figure 2.2). It is also
referred to as the Integrated Disbursing and Accounting Resource Management
System (IDARMS), pronounced "Ida-Rims".
Although obligation data is entered into the FIPC's database via the School's
remote terminals, the FIPC does not disburse funds to a vendor based upon this
information. The invoice and supporting documentation, showing that the goods or
services were ordered and received, must also be provided. Once the certified
invoice arrives at the FIPC, it is validated against pre-established review criteria
and, if everything is in order, a check is sent to the supplier (Figure 2.3). The
accounting data on the invoice is then matched to the previously established
obligation and the expenditure is recorded into the IDARMS.
A monthly series of official accounting reports and transaction listings are
generated by the FIPC and sent to the NPS Comptroller. The NPS OPBUD and
Reimbursable Account divisions, condense the information contained in these
financial reports/listings and then distribute their own reports to the cost centers.
Cost centers use the monthly NPS reports, i.e., Monthly OPTAR Report and
Reimbursable Report, to reconcile their books.
The Funding Process.
Introduction.
A detailed discussion of the Department of Defense budgetary process, and its
relationship to the allocation of Federal funds, is well beyond the scope of this
accounting guide. A brief overview, however, should help you to understand the
process by which the Navy and, ultimately, the Naval Postgraduate School receives
its operating funds.
This section explains how funding requirements are determined, how the
funds are provided, and the types of appropriations typically encountered at NPS.
The Big Picture - Where Does the Money Come From?
The Planning, Programming, and Budgeting System (PPBS).
The need for military programs, and the estimated funds to support them, are
developed within a Department of Defense management system known as the
Planning, Programming, and Budgeting System (PPBS). The PPBS is concerned
primarily with the management of resources to meet strategic needs. In a
16
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"nutshell", the PPBS develops a strategy based upon the anticipated threat to
national security. The strategy requirements are determined, and programs are
then developed to execute the strategy and counter the threat. A budgeting process
estimates the funds necessary to support the programs and submits proposals to the
Secretary of Defense for approval. Approved programs from the various Service
Departments, i.e., Army, Navy, and Air Force, form the DOD budget submission
which is incorporated into the President's budget and presented to Congress
annually.
When Congress receives the
President's annual budget request,
a Congressionally adopted Budget
Resolution is developed, which
provides Congress with fiscal
guidance for the upcoming year.
This fiscal guidance is used by a
group of committees, known as
Authorizing Committees, to legally
authorize Federal programs and set
maximum program spending levels.
(Authorizations do not permit
program spending; but
authorizations must be in place
before money can be appropriated
for the program. ) The authorizing
legislation for the Department of
Defense is prepared by the House
and Senate Armed Services
Committees.
Once programs have been Figure 2.4 Defense Appropriations Bills
authorized, appropriation
legislation for the Department of Defense is prepared by the Defense Subcommittees of
the House and Senate Appropriation Committees. Appropriation legislation provides
funds for Federal programs and may be less than, or equal to, the maximum amount
established by the program's authorization. (Even if a program has been authorized, it
cannot spend money unless the funds have been appropriated. ) Appropriation
legislation is signed by the President and becomes a public law (refer to Figure 2.4).
When people refer to a budget as being "approved", or "passed", they are usually
referring to the particular Appropriations Act. Appropriation legislation for the
Department of Defense is known as the "Department of Defense Appropriations Act".
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Special Situations.
Sequestration.
The Gramm-Rudman-Hollings Act of 1985 established special procedures to
enforce maximum deficit amounts for fiscal years 1988 through 1993. In short, the
Congressional and Administration budget offices independently estimate the deficit for
the upcoming fiscal year; if the estimated deficit is expected to exceed the established
maximum deficit amount by more than $10 billion, the President must issue an order tc
reduce spending, or cancel budgetary resources, as required. This order would become
effective on October 1, the start of the new fiscal year.
Continuing Resolution.
If Congress has not passed the Appropriations Act before the beginning of the new
fiscal year, a Continuing Resolution is normally passed to provide continued funding of
Federal programs until the Appropriations Act is passed. This usually entails
maintaining spending levels at the previous years rates with no new program starts.
The Big Picture - Sharing the Wealth.
Once the Appropriation Act is enacted by Congress and signed by the President,
appropriations pertaining to defense are apportioned to the Defense Department and
then re-apportioned to the Department of the Navy. Annual appropriations are
apportioned on a quarterly basis, while multi-year appropriations are apportioned on ai
annual basis. This allows Congress to closely track DOD spending levels.
After appropriations have been apportioned to the Secretary of the Navy, the
Comptroller of the Navy (NAVCOMPT) allocates funds to major claimants, or
"Administering Offices", for obligation at the field level. Allocations to the major
claimants are further distributed to field activities, i.e., the FAA, as allotments . Each
allotment is received by the FAA on a NAVCOMPT Form 2168-1 "Resource
Authorization" (Figure 2.5).
Allotments issued to an FAA might be for a specific mission or for general
operations, depending upon the allotment's specific purpose. Each allotment's funds
must be separately accounted for.
The final distribution of funds is known as an Operating Target. Operating
Targets redistribute the FAA's allotment to the cost centers, and provide funds for the
cost centers' daily operations.
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Note: Prior to fiscal year 1989, allotments were provided to obligate and
expend funds for very specific functions. Funds designated for general
operations were provided as Operating Budgets (OPBUD). The terra
Operating Budget has since been eliminated and allotments now refer to any
appropriated funds distributed to a Fund Administering Activity.
Different Types of Money?
Department of the Navy Appropriations.
Congress provides appropriations to the Secretary of Defense (SECDEF) who
redistributes the funds to the various Service Departments. The Department of the
Navy has eleven major appropriations divided into two categories; Expense
Appropriations and Investment Appropriations. The two appropriation types most likely
to be encountered by NPS cost center personnel are: Operations and Maintenance, Navy
(0&M,N), and Other Procurement, Navy (OPN).
Expense Type Appropriation - Operations and Maintenance, Navy
(0&M,N).
Expense type appropriations finance the cost of ongoing operations; e.g.,
materials, base operations, civilian payroll, maintenance of property, training,
service, repairs, etc. NPS uses 0&M,N appropriations to finance daily operational
needs and the majority of its Navy research projects.
The appropriation symbol for 0&M,N funds, found on funding authorization
documents and used in 0&M,N accounting classification codes, is: 17_1804.
Investment Type Appropriation - Other Procurement, Navy (OPN).
Investment type appropriations provide funds for purchasing items or
systems with a unit value of $15.000 or more. If an item consists of sub-
components, and these sub-components are necessary for the item to function
properly, then this would be considered a system. 0&M,N funds may not be used
to purchase the components of a system, where the total cost of the system would
exceed $15,000. The system must be financed with OPN funds. NPS uses OPN
appropriations primarily to finance the procurement and modernization of
equipment; e.g., large computer systems, vehicles, etc.
Typically, NPS cost center personnel will not be involved with OPN
appropriations. They may, however, encounter OPN appropriations for large
departmental purchases. The OPN appropriation symbol is: 17_1810.
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Appropriated Fund Terminology.
Expense and Investment Appropriations may be further categorized into
Obligational Availability Periods; with funding being provided on an incremental or fully
funded basis. To better understand Navy appropriations, cost center personnel should
be familiar with the following terms regarding appropriated fund status and funding
time constraints:
Obligation Availability Period (OAP).
An Obligational Availability Period is a period of time allowed to obligate
funds. This is very different from expending funds. For example, when an order
is placed with a vendor funds are obligated; i.e., a legal obligation exists to pay the
vendor when the service is provided or the item is received. After receipt of the
item or service , a charge is made against available funds and the funds become
expended. Therefore, as long as an order is placed during the OAP, and it
conforms to Government regulations, the order is a legal obligation of funds, not
an expenditure .
The Obligation Availability Period for 0&M,N appropriations is
generally one year. The OAP for OPN appropriations is usually three years.
Expenditure Availability Period (EAP).
Once the OAP ends, an appropriation becomes an Expired Appropriation
and funds from that appropriation may no longer be obligated. Following the
OAP, however, a two year Expenditure Availability Period (EAP) exists, which
allows the liquidation (expenditure) of outstanding obligations. The EAP applies
to all appropriations.
With respect to accounting procedures; if an OAP lasts for one year, which is
generally the case for cost center funds, and the EAP lasts for another two years -
then accounting ledgers must usually be maintained for a total of three years.
Lapsed Appropriation.
After the Expenditure Availability Period, the appropriation becomes a
Lapsed Appropriation. Outstanding obligations from a Lapsed Appropriation may
no longer be disbursed in the normal manner.
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Successor "M" Account.
Obligated balances from lapsed appropriations accounts transfer/merge to
the appropriations Successor "M" Account. These funds lose their fiscal year
identity for expenditure purposes and remain available indefinitely. Funds whicl
transfer to the "M" account usually result from poor accounting and reconciliatioB
practices; where outstanding obligations have not been adequately tracked or
cancellations of orders have not been reported.
Obligations transferred to the Successor "M" Account receive high level
attention, as Government funds are tied up for an indefinite period of time.
Consistent transfers of funds to the Successor "M" Account represent poor
financial management practices, and as such, could result in the major claimant
(OP-09BF) reducing NPS funding levels. Remember to track the status of your
obligations and avoid the limelight !
Incremental/Fully Funded Appropriations.
An incremental appropriation means that Congress must vote each yeai
to approve funds for a particular program. 0&M,N appropriations are usuall;
provided on an incremental (annual) basis.
Fully funded appropriations are funds appropriated during one fiscal
year for a program or project expected to last for several years. OPN
appropriations may be fully funded for up to three years.
Accounting Classification/Local Management Codes.
Accounting Classification and Local Management Codes are used on
purchase request, obligation and expenditure documents; and provide a means
of accumulating, tracking and reporting financial/accounting information by
purpose and location. In other words, the codes define why money was spent
and who spent it. For example; a Job Order Number, which at NPS is
comprised of a five letter code, may be used to identify accrued expenses by
sub-cost center, as well as provide information regarding the purpose of the
obligation/expenditure.
Further information on Accounting Classification and Local Management
Codes is contained in Chapter 4 - Coding Systems.
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CHAPTER 3
FUND MANAGEMENT AT THE
NAVAL POSTGRADUATE SCHOOL
Introduction.
Funds come to NPS in two ways: through direct appropriations and through
reimbursable orders. In direct appropriation; i.e., 0&M,N, OPN, etc., funds are
allocated to NPS directly from the major claimant (OP-09BF). Reimbursable funds,
on the other hand, might be funds originally appropriated for other Navy or
government organizations, or they might be funds provided by private companies
(Figure 3.2). Regardless of the source, reimbursable funds represent a lateral
transfer of monies to NPS for the purpose of completing a project or service not
normally funded by OP-09BF. Because of the nature of direct and reimbursable
funding, each must be managed differently. This chapter provides an overview of
the legal implications regarding fund management, as well as some insight into the
nature and management of direct and reimbursable funds.




The laws pertaining to appropriated
funds are contained in a group of statutes
under U.S. Code Title 31 (collectively referred
to as the "Anti-Deficiency Act"); as well as
U.S.C. Title 31 Sections 1301 (a) and 1517.
In short, appropriations have three primary
limits: purpose, time and dollar. Any
violation of these limits is a serious offense.
Persons violating the law could be subject to
disciplinary actions, which may include
suspension without pay or removal from
office. Knowing, or willful, violations of
Section 1517 may result in criminal penalties
of a fine up to $5,000 or imprisonment for not
more than two years, or both.
The lowest level holding Title 31
responsibility is the Fund Administering
Activity; e.g., the Superintendent of the Naval
Postgraduate School. Operating Targets issued to departments (cost centers) do not
carry direct Title 31 responsibility, as OPTARs are considered administrative limitations
rather than legal limitations. This statement, however, should not be construed to mean
TIME
Figure 3.1 Appropriation Limits
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that cost center violations of Title 31 are inconsequential. Consistent failure of
personnel to maintain their accounts within the prescribed limits is cause for
disciplinary action or dismissal from office.
Violations of the Anti-Deficiency Act may occur for a variety of reasons
including: accounting errors leading to actual over-obligation or over-expenditure,
transferring funds between accounts, failure to post obligations to accounting
records, and delays in posting transactions to the accounting records. If a violation
does occur, a violation report must be forwarded to the Comptroller of the Navy.
NAVCOMPT will then draft a report for transmission to the President, via the
Department of Defense and Office of Management and Budget (OMB). Copies of the
report are also forwarded to the President of the Senate and Speaker of the House
of Representatives.
Title 31 U.S. Code Section 1301 (a).
Section 1301 (a) requires that appropriated funds be used only for purposes
for which the appropriation was made. The law states, "Appropriations shall be
applied only to the objects for which the appropriations were made except as
otherwise provided by law".
Currently, there is no reporting requirement for violations of Section 1301 (a);
however, if funds from one appropriation account have been spent on items which
should have been funded from a different appropriation, then adjustments must be
made to the accounting records of both appropriations. This would entail crediting
the amount of the expenditure to the appropriation account from which funds were
incorrectly expended and debiting the other appropriation account by the same
amount. If the adjustments result in an over-obligation or over-expenditure of an
appropriation account, then a violation of Section 1517 has occurred and a violation
report must then be prepared. As an example, if a computer system costing
$15,000 is purchased with 0&M,N (expense type funds), rather than with OPN
(investment type funds) as it should have been, a violation of Title 31 Section 1301
(a) has occurred. Adjustments must be made to the two accounts when the error is
discovered, i.e., $15,000 must be credited to the 0&M,N account and $15,000
debited against the account for OPN. If the purchase was not budgeted for, and
insufficient OPN funds are available to finance the purchase, then a violation of
Title 31 Section 1517 has occurred, and a violation report must be submitted.
Title 31 U.S. Code Section 1517.
Section 1517 prohibits authorizing an obligation in excess of the amount
available in an appropriation (or subdivision thereof) or in excess of the amount
permitted by agency regulations. This law pertains to the total obligated authority,
i.e., spending limits, specified in the Resource Authorization (NAVCOMPT Form
2168-1) provided to the Naval Postgraduate School by the FSA (OP-09BF). Over-
obligation of reimbursable funds could result in a violation of Section 1517 in that,
if the provider of the reimbursable funds refused to cover the over-obligation, NPS
24
Chapter 3 Fund Management at NPS
would be forced to cover the over-obligation with its own direct funds. This, in
turn, might force NPS to exceed its direct spending authority.
Anti-Deficiency Act: Title 31 U.S. Code Sections 1341, 1349-1350; 1512-1514,
1517-1519.
The principal provisions of the Anti-Deficiency Act are as follows (note the
Anti-Deficiency Act also includes Section 1517):
1. Prohibits any officer or employee from making or authorizing an
obligation in excess of the amount available in an appropriation.
2. Persons causing a violation may be subject to discipline including
suspension without pay or removal from office. If the violation is done
knowingly, or willfully, that person may be subject to criminal penalties
of a fine up to $5000, or imprisonment for two years, or both.
3. Forbids the involvement of the Government in any contract, or
obligation, to pay money in advance of an appropriation.
4. Requires the head of an agency to issue regulations establishing an
administrative control system. The system must keep obligations within
the amount of the allotment and enable the agency to fix the
responsibility for making obligations in excess of the
appropriated/allotted amount.
Direct Funds.
Direct appropriated funds obtained from the major claimant represent the
largest source of funding available to NPS. While the majority of this money is #
used to finance day to day operations, a significant portion is also designated to
support the School's various research efforts. NPS direct funds are categorized,
therefore, as either Operating Funds (OPTAR) or Direct Funded Research (DFR) .
Academic departments with approved research projects receive a Direct
Funded Research and an Indirect Support account. The Direct Funded Research
account is subdivided between the research projects according to their approved level
of funding. The Indirect Support account is compensation to the department for
providing additional support to the research projects, such as office supplies, use of
equipment, and the services of support personnel.
NPS civilian labor is funded from all three pots of money; i.e., Operating
Funds, Direct Research, and Indirect Support. Since accounting for civilian labor is
centrally managed by the Comptroller Department, labor dollars are withheld before
allocation of direct funds is made to the departments/cost centers.
25
Part I Financial Management Overview
The allocation and management of NPS Operating Funds, Direct Funded
Research and Indirect Support funds is as follows:
1. Operating Funds. Allocation of cost center operating funds (OPTARs)
is determined by the NPS Resources Planning Board, and based primarily on
the requirements identified in the cost centers' budget submissions. The
Comptroller allocates funds to Deans and Line Managers (cost centers), who
further allocate funds to their sub-cost centers, e.g., the Dean of Information
and Policy Sciences (a line manager) would reallocate funds to the
Department of Computer Science, Department of Administrative Science (sub-
cost centers), etc. The Comptroller opens individual accounts for each sub-
cost center, and provides the sub-cost centers with an authorization indicating
total funds available, quarterly allocations, and travel ceilings.
Figures 3.6 and 3.7 provide examples of cost/sub-cost center funding
documents. Note that Figure 3.6 represents a reimbursable research account,
while Figure 3.7 represents direct operating funds.
2. Direct Funded Research. The mission of the Naval Postgraduate
School, as defined by the Secretary of the Navy, is:
To conduct and direct the advanced education of commissioned officers and
to provide such other technical and professional instruction as may be
prescribed to meet the needs of the Naval Service; and in support of the
foregoing, to foster and encourage a program of research in order to sustain
academic excellence."
As evidenced by this statement, a strong research program is considered
an indispensable component of advanced education.
In the past, teaching at NPS was funded with 0&M,N monies, while
research projects received financing through the reimbursable funds made
available by government agencies or private sponsors. Under this method,
research funding was difficult to manage administratively; accounting was
extremely complex; and funding levels were inconsistent. To ensure that
future research projects received consistent funding, the Secretary of the Navy
directed the Chief of Naval Operations to include NPS research program
requirements in the Navy budgetary process. SECNAVINST 7040.12 states,
in part:
" Changes to current procedures to finance academic research at the Naval
Postgraduate School are required to ensure that sufficient funding is provided,
to establish increased financial control, and to ensure that the program is
responsive to the needs of the Secretary of the Navy (SECNAV), Chief of Naval
Operations (CNO), and Commandant of the Marine Corps (CMC). Under
current procedures, academic research sponsored by DON activities is being
performed by the NAVPGSCOL on a reimbursable basis. In order to remove
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the fiscal uncertainty inherent in this approach, we will begin to mission fund
all such work through the school's Operation and Maintenance (0&M,N)
operating budget effective FY 88. This new approach is consistent with the
fact that academic research is an integral part of the academic curriculum and
should therefore be funded as an element of the NAVPGSCOL's educational
mission requirements. Some reimbursable activity in support of special programs
and other DOD needs will be conducted... This policy will ensure that appropriate
resource levels are applied in our budget in consonance with DOD directives.
"
Under direct funding, 0&M,N funds provide the majority of support
funds for Navy research projects at NPS. Both long and short range planning
must be accomplished by the NPS administration, faculty, research sponsor,
and major claimant (FSA/OP-09BF) to determine the size of the research
program in the coming years; and the level of research which can be
supported in any given year. Basically, this requires that NPS participate in
the DOD budgeting process, and coordinate its research requirements with
both the research sponsor, e.g., NAVAIRSYSCOM, etc., and resource
sponsor/major claimant (FSA).
In order for NPS to manage its research efforts, a Letter of Intent (LOI)
must be submitted by faculty members to the Research Administration Office
(RAO), via the appropriate Department Chairman. The LOI, submitted in
January, briefly declares faculty and department intent to submit research
proposals for the upcoming fiscal year. Based on the LOIs, NPS determines
the upcoming fiscal year levels of research for each research sponsor. Further
information regarding the submission requirements for NPS research proposals
may be found in NAVPGSCOLINST 3900.4.
As described later in this chapter, the Research Administration Office
(RAO) was created to effectively manage research projects, while the Research
Council was formed to review research proposals and determine appropriate
allocations. When the annual appropriation for direct funded research is
received by the Comptroller, the Research Council provides the RAO with
approved research projects and an authorized amount of money for each
project. The RAO then issues an authorization letter to the individual
primarily responsible for controlling the project, known as the "Principal
Investigator". This letter specifies the total funds available for the project and
its quarterly allocations. As travel expenditures for research are restricted,
the authorization also contains a travel ceiling.
Accounting procedures for cost center OPTAR and direct funded research
are essentially the same. OPTAR and direct funded research obligation
documents, however, require the use of separate cost/sub-cost center codes and
serial numbers. Appendices E through H contain cost center OPTAR and
DFR codes, as well as assigned document serial numbers. Further
information on coding systems is contained in Chapter 4.
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Note: Prior to 1 October, 1989, the RAO maintained its own set of
accounting records for research funds, and distributed a monthly accounting
report on research fund status. This report was one of two research
accounting reports published by the School; the other being provided by the
Comptroller. Due to timing differences between the reports, and frequent
adjustments to obligations, the information contained in the reports
frequently did not match. This created some confusion regarding which
report cost centers should use to reconcile their accounting ledgers.
Since the beginning of FY90, the RAO has ceased maintaining separate
accounting records for direct or reimbursably funded research projects, and
has discontinued distribution of its accounting report. Currently, the RAO
screens requests to obligate research funds, approves/ disapproves the
requests), and forwards the documents to the Comptroller Department for
processing.
It is anticipated that the RAO will eventually be able to directly access the
Comptroller's records, via computer, which will allow the RAO to obtain
current research account information. This will enable the RAO to prepare
accurate research accounting reports, specifically tailored to the needs of
faculty members conducting research. It is envisioned that once the RAO
system is on line, the Comptroller Department will discontinue publishing
its reimbursable, and direct funded research reports.
3. Indirect Support. As explained earlier, Indirect Support funds are
used to compensate academic departments for the additional support provided
to professors conducting research. After labor dollars for research support
personnel have been withheld by the Comptroller, the remaining balance in
the account is distributed to the department chairmen for miscellaneous
purchases.
Reimbursable Funds.
Reimbursable funds are obtained through an agreement or contract between
NPS and a sponsoring activity, and differ from funds directly appropriated to NPS.
The agencies, or research sponsors, providing the funds include branches of the
Department of Defense, Government Contract Operated Facilities, civilian agencies,
and in some cases, private sector companies and corporations (refer to Figure 3.2).
Because the funds are designated for a specific project, and do not belong to NPS,
they may not be mixed with other funds, or spent on items not specifically
authorized by the agreement or contract.
To ensure that reimbursable funds are accounted for properly, cost centers must
maintain separate accounting records for each reimbursable account authorized.
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Figure 3.2 Reimbursable Funding
Additionally, the spending of reimbursable funds must be in accordance with
the requirements of the sponsor's original appropriation; i.e., reimbursable money
provided by an 0&M,N (expense type) appropriation may not be used for purchasing
investment type items. If the original appropriations Obligational Availability
Period (OAP) is one year, so is the OAP for the reimbursable funds.





Order For Work Or Services (for DON
DD Form 448 - Military Interdepartmental Purchase Request (MIPR)
(for other DOD components),
3. check, grant, or agreement.
NAVCOMPT Form 2275 and MIPRs (Figures 3.3 and 3.4) represent 99% of
the documents transmitting reimbursable funds to NPS. The expiration of
reimbursable funds varies depending on the source and type of funding. In any
case, the agreement or funding document will clearly outline the conditions,
amounts, and duration of funding.
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Following acceptance of reimbursable funds by the NPS Comptroller
(Figure 3.5), a memorandum is prepared to notify the department or faculty
member, that funds are available for obligation. The "Granting of Funding
Authorization" memorandum (Figure 3.6) provides the accounting data and alpha-
numeric job order number to be used with the account.
From the standpoint of the NPS cost center, there is little difference in the
make up of direct or reimbursable accounting data. The primary difference is that
all reimbursable job orders numbers begin with the letter "R", and each
reimbursable job order is unique to a particular reimbursable account. (The letter
"R" in the 5 digit job order number is preceded by the NPS Unit Identification Code
(UIC), and the last digit of the fiscal year; e.g., 622710RCVYT.) It is important to
remember that reimbursable job order numbers are assigned by the Reimbursable
Accounts Division on the "Granting of Funding Authorization" memorandum. Cost
centers do not use the code tables provided in Appendices E through H to assign jot
orders to reimbursable accounts.
Since all research funds are coordinated through the RAO, which involves a
different chain of accountability, reimbursable accounts may be categorized as either
Research Reimbursables or Other Reimbursables:
Note: It is important to stress that all reimbursable funds received by NPS
do not apply to research - many are used for other purposes; e.g., Public
Works, Family Housing, etc. Because of this, NPS separates reimbursables
into two categories, "Research Reimbursables" and "Other Reimbursables".
While "Other Reimbursables" occasionally have labor charges, labor must be
accounted for separately with each reimbursable research accounts.
Separating "Research" from "Other" reimbursables allows the Comptroller to
more accurately track actual labor costs against the costs submitted on the
research projects Budget Page.
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One additional note - Do not confuse the "Other Reimbursable" category just
mentioned, which refers to all reimbursable accounts other than research,
with the "Other Reimbursable" category title and cost code found on the
financial reports prepared by the Reimbursables Accounting Division. This
latter "Other Reimbursables" is simply a group of miscellaneous accounts
which do not fall under any major heading, e.g., Public Works, Housing, etc.
Codes used by the Reimbursable Accounts Division to maintain accounting
ledgers for reimbursable accounts and to code monthly financial reports are:
PW - Public Works Department
FH - Family Housing
RR - Reimbursable Research
NR - Navy Research
RM - Other Reimbursable




1. Research Reimbursables. While the majority of research at NPS is
directly funded through 0&M,N appropriations (DFR), a significant portion of
the total research budget is also financed by reimbursable funding.
Reimbursable research projects can be initiated by a sponsoring activity,
or they may be initiated by a professor or department suggesting research in
a particular area. In either case, the process begins with the Research
Proposal (Figures 3.8, 3.9, and 3.10).
After research requirements have been established, the Principal
Investigator (a faculty member responsible for the research project) prepares
and submits a Budget Page (Figure 3.11). The Budget Page provides an
estimate of the project's total costs. After the project is approved by the
Research Council, and accepted by the sponsoring activity, the sponsoring
agency will then provide the necessary funds.
Requirements are the same regardless of whether the research project is
funded with DFR or Reimbursable funds.
When the Comptroller receives the research funds, an account is opened
and a reimbursable research job order number assigned. The reimbursable
job order number is used to account for labor, travel, and equipment
purchases. Unlike OPTAR funds, where labor costs are centrally managed by
the Comptroller, the Principal Investigator is responsible for managing the
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labor dollars for his research project (refer to Figure 3.6). A copy of the
authorizing document is forwarded through the RAO, and department
Administrative Assistant, to the Principal Investigator.
2. Other Reimbursables. Other reimbursables represent all
reimbursables other than research. This includes: Public Works projects,
housing projects, agreements with tenant or area commands for support,
tuition payments, and conference fees. When funding is received, the
Comptroller assigns a job order number to the project and opens an account.
Authorization to obligate funds is sent to the appropriate cost center on the
"Granting of Funding Authorization" memorandum.
Key Research Personnel and Organizations.
The research process involves numerous NPS personnel. To help clarify the
organizational relationships and responsibilities of the various persons and groups
involved, the following information is provided:
Dean of Research.
The Dean of Research is responsible for the administration of all research at
the School. The Dean coordinates liaison with various outside research agencies,
coordinates faculty research initiatives, supervises the staff of the Research
Administration Office, and prepares and submits budget requirements. The Dean o
Research reports to the Provost/Academic Dean and serves as Chairman on the
Research Council.
Research Council.
The Research Council is composed of the Dean of Research, the Provost, the
Director of Programs, Division Deans, the Chairman of the Faculty Research
Committee, and six faculty members. The Council reviews all research proposals
submitted by the faculty and determines the following: allocation of funds to faculty
members, number and assignment of supporting personnel, and amount of
equipment purchases to be supported by research funds.
Research Administration Office.
The Research Administration Office monitors and administers the School's
overall research program. The RAO attempts to ensure that a project's total
obligations do not exceed its available funding, and that all expenditures are
specified on the project's Budget Page. The RAO maintains copies of all research
proposals, Budget Pages, LOIs, proposal modifications, and Granting of Funding
Authorization memorandums. All documents submitted to the Comptroller to
obligate research funds must first be screened by the Research Accounting Office.
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TOTAL THIS OOCTJKCuT 50,000.00
CUMULAT IVE TOTAll 50, 00C 00
13. THIS ORDER IS ISSUED AS A [ ] PROJECT ORDER [X] AH ECONONT ACT ORDER ANO IS TO IE ACCOMPLISHED ON A [ ] FIXED PRICE
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OF A (1 U.S. CODE 23 AHO DOO DIRECTIVE 7720.1. THE FOLLOWING SUPPLEMENTARY ITEMS ON REVERSE ALSO APPLT AND ARE AN
INTEGBAl PAB' OF THIS ORDER: 1. 2. 3. A. 5. 7. 8, I 9
|14. DESCRIPTION OF UQPX TO BE PEB'ORMED AND OTHER INSTRUCTION
"NO COMMITMENTS OR OBLIGATIONS MAT BE INCURRED AGAINST THIS AUTHORIZING DOCUMENT UNTIL ENACTMENT
OF THE FT vC ROTtE.N APPROPRIATION OR A CONTINUING RESOLUTION FOR THE FT-90 APPROPRIATION. THIS
DOCUMENT IS SUBJECT TO ALL PROVISIONS OF WHICHEVER IS ENACTED."
Funds provided to support research proposal by Professor Rick Rosenthell, Code 55RL Operations
Research Department, Naval Postgraduate School. Research will analyse, refine, and valioate
software to be used by SPADOC/ASPADOC Negation weapons Officer in support of ASAT targeting.
The principal Investigator l( Prof. B. Rosenthall, Code 55RL, AV 878-2795.
C»»S Restrictions (formerly CSS/CETS): The fundi provided on this doeuawnt are not euthoriied for
obligation for CAAS without specific authorization froei the OCNR Comptroller Directorate (OCNR
Code 01123, 202-696-4293). NOTE : Funds accepted on a reimbursable basis at NIF activities are net -
subject to this OCNR restriction although they Key be subject to separate Navy/DOD restrictions
and/or reporting requirements. CAAS contracts citing OCNR's line of accounting (accepted on a
direct cite basis) ar_e subject to the restriction* cited above.
NOTf : ?leese accept this document by stoning the copy provided eiarked "alCEP'ANCE Copt - and returning
to the Office of the Chief o' Naval Besearch. ATTN: Code 01123. 800 N. Ourncy Street. Arlington, v>
2221 7- 5000. All financial related questions should be directed to Ms. Rosetaary Whetstone, ccamerciel
696-4376 or autovon 226-4376. Additionally, please provide your financial POC and phone nurapar on the
returned acceptance.







Type of Institution: 14
Accepted: 25 Oct 89
Appro: 1701804.1180
Job Order: 622710RGCRR
Relmb Source Code; 3
CC/SCC: KRDB







by direction of C.'T. MAUPU, Direci




nc nenci is ACCEPTED ACCEPTING OFFICIAL (NAME, TITLE AM) SIGNATURE DATE
Figure 3.3 NAVCOMPT Form 2275: Order for Work or Services
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Research Sponsors.
Under direct funding, DON research sponsors are notified by NPS of their
allocated share of research effort and the costs of approved proposals. The sponsor
subsequently review and approve the NPS proposals they require, and then monitoi
the progress of those programs.
For reimbursable research, sponsors provide the funds required to accomplish
the project. Following NPS acceptance of the reimbursable funds, financial
responsibility for the project is transferred from the sponsor to the School.
Unobligated funds may be reclaimed by the sponsor.
Principal Investigators.
Principal Investigators (Pis) are faculty members who conceptualize, plan, am
coordinate a research project. The PI prepares the Research Proposal and Budget
Page, and carries the primary responsibility for an approved project's financial
obligations.
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MILITARY INTEHDEPARTMENTAL PURCHASE REQUEST
PAGE 1 OF






TO: Naval Postgraduate School
Code 02
Monterey, CA 93943
•• FROM: lAfncY. nun*. {Motion* number of onoirntorl
DoD-Washington Headquarters Services
Installation Accounting Division
Room 3B269, The Pentagon
Washington, DC 20301-1155
ITEMS Q ARE ARE NOT INCLUDED IN THE INTERSERVICE SUPPLY SUPPORT PROGRAM AND REQUIRED INTERSERVICE




fftdtnl nock number, nomtncltturt. wcjficanon snd/or dnmnng No.. #rcj










This MIPR provides funds for Structural Factors
in the Long-term Competition.
OSD POC: LTC Fred Littlepage 697-1312
Ed Rader 697-6301
Navy POC: (408) 646-2245
$66,219.00
REgMBtJRSABLS r7N0i:iQ 0;:iy : If :hese funds ars not accaptad as Catecory I [Reinbursabli
on tr.e attacr.ed 00 4.43-2
,
the MIPR must be returned as "NOT ACCEPTED"
, checking Slock '
These funds are provided on a REIMBUF-SABL" BASIS and no obligations mav be incurred
after 30 Sep 90
These funds w no: oe Direct Cited for Government Travel Purposes.
"orvard forral acceptance and SF 1080 billings and/or obligating documents to address
shown in Item 13 . CoO- VKS will not be ass.gned as paying office for any resulting
QUESTIONS SHOULD BE DIREOTEO TO Larry Hottot (202) 694-5677 or Autovon 224- 5677
SEE ATTACHED PAGES FOR DEUVERY SCHEDULES PRESERVATION AND PACKAGING INSTRUCTIONS. SHIP- * aRANO total
PING INSTRUCTIONS AND INSTRUCTIONS RDR DISTRIBUTION OF CONTRACTS AND RELATED DOCUMENTS $66 , 2 19 . 00
12. TRANSPORTATION ALLOTMENT lUfOil FOB Comncnr ] puntl 13. MAIL INVOICES TO (Hymtnt mil ft* mtdrn brl
DoD-iVasnington headquarters Services, IAD
Room 2B269, The Pentagon
i.'ashir.cton, 00 20301-1155
PAY OFFICE OODAAO 049447
FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTMENTS SET FORTH BELOW THE AVAILABLE
BALANCES OF WHICH ARE SUFFICIENT TO COVER THE ESTIMATED TOTAL PRICE.





1685 P9710 2522 S49447





i^jggseg^IS AUTHORIZING OFFICER I Trot ntmt in a tint lL. R. Hottot. Cert. Off., DoD-WHS 17. OATZh AUG 1989
DD %
rSmn 448
PXEviQuS/E OI*TION IS OBSOLETE.
Figure 3.4 DD Form 448: Military Interdepartmental Purchase Request
(MIPR)
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ACCEPTANCE OP MIPR
1. TO ( Rrfui'ln* Ariivii, A44fi) fl»ck.« ZIP C»4»)
DoD-Washlngton Headquarters Services
Installation Accounting Division
Room 3B269, The Pentagon
Washington, DC 20301-1155





4. DAT! (tCM tl0t—un DM*)
20 Oct 1989 '•••
I. AMINOMINT NO.
Basic
» AMOUNT (A* Lj«i»« an Hi* turn,
$66,219.00
t. T>» MIPR n».n:i»4 «»*.. It >c<«pi« uk tk* MM* rMuailM) wtll »• >»•»**•* •• (»IU«ti C»..» •< a*»iu**uj
•O ALL ITEMS WILL RE PROVI0E0 THROUOH REIMBURSEMENT (€Mf$mrO Y/A':''
,.
ALL ITEMS WILL RE PROCURED BY TNI DIRECT CITATION Or FUHDI . Cai. »orr B)
t.Q ITEMS WILL it PROVIOEO IT lOTN CATEGORY I ANO CATEOORV II AS INDICATED BELOW
4. Q] THIS ACCEPTANCE. FOR CATEOORY I ITEMS, IS QUALIFIED BECAUSE OP ANTICIPATED CONTINOENCI ES AS TO FINAL
PRICE. CHANGES IN THIS ACCEPTANCE FIGURE WILL IE FURNISHED PERIODICALLY UPON DETERMINATION Of
0EFINITIIE5 PRICES. RUT PRIOR TO SUBMISSION OF BILLINGS. .'
*• Qj MIPR ITEM HUMBCRISI IDENTIFIED IN BLOCK l>. "REMARKS" It MOT ACCCPTCO IIS REJECTED! FOR THE REASONS
INDICATEO. •*- i


















10. ANTICIPATED DATE OF OBLIGATION FOR CATEOORY II ITEMS
,







4. TOTAL ESTIMATED PRICE
IITi«»MO PRICE
II. OR ANO TOTAL ESTIMATED PRICE OF ALL ITEMS
12. FUNOS DATA fC»»cA II A44llct»U)
4, f^2 ADDITIONAL FUNDS IN THE AMOUNT OP t_
A. FUNDS IN TwE AMOUNT OP *
.are REOUIRSO (t*t /u>lllll«l«l fe, BtocA Mi
9790400 1120 1685 P9710 2522 S49447 DUAM90106;'
9790400 1120 3385 P9810 2522 S49447 . DWAM90106 'V
33,219.00
33,000.00
14. ACCEPTINR K-i<itt(Cr»Iiii4m>ni )
Superintendent (Code 0023)
Naval Postgraduate School
Mnnrorpy, PA 9 TU 3
It. TYPED MUl AMD TITLE OP AUTHORIZED OFFICIAL
'Har CLAV7lI. CAPT, USN, COMPTROLLER




Figure 3.5 DD Form *i48-2: Acceptance of MIPR
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Granting of Funding Authorization,
(a) NAVCOMPT Manual 032002. 2.
B
NAVCOMPT FORM 2275 - BASIC
1. In accordance with the provisions of reference (a) addressee is hereby granted authority to
incur obligations up to the amount indicjated beiow. All documents should include the accounting
data shown above. This does not constitute a sub-allot«ent of funds.
Aaount of this Authorization:
Previous Authorizations:






H. L. CLAY III, CAPT, USN, COMPTROLLER
By Direction.
Figure 3.6 NPS Granting of Funding Authorization
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16 Oct 89
HEMuilAliUUM
f j did: Code CM
To: CoJc 4 9
Sul. j : 1JSCAL YEAR 1990 OPERATING TARGET (OPTAR)
Kef: (.i) (JAVCOMPT Manual 3 Para OJ2002.2.b.
1. 'linn 1st Quarter OPTAR is apportioned as follows:
1! HI M OPTAR TRAVEL TOTAL
1st nil $7 , 750 S7 , 750
2. In accordance with reference (a), tlie operating target is
1 ri '. id. i for planning purposes, and the amounts shown do i, t
i
i
i it'll e 1 iin) tat ions within the definition of 11 US Culo 15)7 or
j • il i 1 1 i I hi of t un ):; . However , they do constitute an
.Til; i n i ir.it iv.- allocation of funds and resources managers a i u
o>.| l n t to exceed targets without prior appioval of the
Sup i i 'on l nl via the Comptroller.
1. in.- niit nuts allocated are based upon atitliorizat ion recc-i'.i 1 to
d.il'.' in l'-i ti.e Continuing Resolution. ho action will he token to
> 'oli i ii<- cr :ei!.n the ecope of on-going programs oi to
mi' i .i 1 ! m. -v, programs until the I Y 90 UoU appiopriation is enacted
.
m OHyXill
J. C. COOK, JR.
i ,
In: in',?
Figure 3.7 NPS Cost Center Funding Authorization
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3900
NC4 (012)
From: Superintendent, Naval Postgraduate School
To: Commander, Naval Space Command, (Attn: LT Sue Higgins)
,
Dahlgren, VA 22448
Subj : SUBMISSION OF RESEARCH PROPOSAL
Ref: (a) SECNAVINST 7040.12
(b) ASN(FM) memo to NPS dated 2 Nov 88
Encl: (1) Research Proposal by Professor R.E. Rosenthal
1. A research proposal, enclosure (1), "Operations Research
Modeling of Anti-Satellite Architectures," by Professor Richard E.
Rosenthal is submitted for consideration.
2. Although some faculty and student research projects are funded
directly by NPS, the School accepts a limited amount of
reimbursable funding for projects in support of sponsor










Research Administration Office, Code 012
20 Sep 89
Figure 3.8 Submission of Research Proposal
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Submitted to: Commander, Naval Space Command




Operations Research Modeling of Anti-Satellite
Architectures
2. Period of Support : 1 October 1989 to 30 September 1990





Professor of Operations 'Research
5. Brief Description : This is a proposal to analyze the design
and operation of various anti-satellite (ASAT) architectures
using operations research modeling techniques, principally
optimization and stochastic processes. The primary problem
to be addressed in this research will be ASAT targeting. Our
models will work in conjunction with U.S. SPACECOM's existing
software for orbital calculations, and will be sufficiently
flexible to be used not only for analyzing U.S. battle
management negation needs, but also for predicting approaches
that might be taken by a hostile force against U.S. space
assets
.
6 . Recommended Approval : 7 . Reviewed :
^Zu^^e
PETER PURDUE, Chairman
Department of Operations Research
GILBERT T. HOWARD, Director
of Research Administration
8 . Approved :
KNEALE T. MARSHALL, Dean of
Information and Policy Sciences
Date
Figure 3.9 Proposal for Research
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Research Proposal
OPERATIONS RESEARCH MODELING OF ANTI-SATELLITE ARCHITECTURES
1. Background
This is a proposal for faculty and students of the Naval
Postgraduate School (NPS) to analyze the design and operation of
various anti-satellite (ASAT) architectures for the U.S. Space
Command (SPACECOM) . SPACECOM is a DoD joint command located in
Colorado Springs, dedicated to U.S. military interests in space.
The NPS Space Systems Academic Group has provided many graduates
who have worked or are working for SPACECOM. This proposal
involves the Operations Research Department of NPS, which has
heretofore had little involvement with SPACECOM.
The focus of this proposal is on contributions to SPACECOM'
s
ASAT interests through the use of operations research modeling
techniques, principally optimization and stochastic processes. Our
research will employ SPACECOM's existing software for orbital
calculations, and will call upon cooperation with SPACECOM in other
areas of expertise as appropriate.
The intended benefit to SPACECOM of this research is more
efficient utilization of existing resources. The operations
research approach involves three essential phases: the formulation
of mathematical models to represent real-world decision problems,
the algorithmic solution cf these models, and the interpretation
of these solutions in a w . that leads directly to implementable
and demonstratively effective decisions. This approach has yielded
enormous cost savings and great improvements in other measures of
effectiveness over a wide range of military and civilian
applications
.
2. The ASAT Targeting Application (STOMP)
The primary problem to be addressed in this research will be
ASAT targeting in support of a SPACECOM research project called the
Space Target Optimization Modeling Program (STOMP) . The models we
intend to build for this program will be sufficiently flexible to
be used not only for analyzing U.S. battle management negation
needs, but also for predicting approaches that might be taken by
a hostile force against U.S. space assets.
An optimization modeling approach for ASAT targeting is
currently under development as an NPS masters thesis by LCDR
Stephen A. Tisdale [1989], with guidance and assistance from
FSPACECOM. We provide a brief description of this model, and
mention some areas where we propose to investigate modifications
or extensions. »•«
I.E. »oienth»( -1- Scptc tr 7, 1989 (rev.)
Figure 3.10 Research Proposal (text example)
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4 .
BUDGET: ESTIMATED COSTS
FACULTY LABOR (salary and benefits)
Principal Investigator
Professor Rosenthal - 109 days
TOTAL ESTIMATED LABOR COST
TRAVEL - DOMESTIC













1. These are estimated expenditures only. The
actual distribution of expenditures between labor,
equipment and travel may differ from these estimates.
2. Unless specifically stated to the contrary,
acceptance and fiscal support of the proposal authorizes
approval of the procurement of equipment as indicated in
the proposal and retention of title to that equipment by
the Naval Postgraduate School.
3. The labor costs include direct benefits such as
insurance, retirement, earned sick leave and annual
leave
.
B.E. Rosenthal -6- Stptaator 7, 1969 (r«v.)








Part II of this guide provides information necessary to administratively prepare
NPS financial documents. In the interest of completeness, procedures and examples for
preparing several non-financial documents have also been included.
While it is impossible for this text to cover every conceivable situation, the
explanations and examples provided should enable cost center personnel to prepare the
majority of financial documents typically encountered at the Naval Postgraduate School.
Chapters 4 through 9 discuss the following aspects of accounting documentation and
provide samples of the various documents used to record obligations and expenditures:
Chapter 4 - Coding Systems
Chapter 5 - Purchases Document Preparation
Chapter 6 - Travel Document Preparation
Chapter 7 - Labor Document Preparation
Chapter 8 - Training Document Preparation
Chapter 9 - Reimbursable Fund Document Preparation .
Chapter 4 is devoted to DOD, DON, and NPS coding systems, and describes the
various coding structures found on financial documents. The chapter begins with a brief
introduction to the coding system used for appropriation documents and high level
financial reporting, and concludes with a detailed explanation of NPS Accounting
Classification and Local Management Codes.
Chapters 5 through 9 group the documents into several descriptive categories.
Each chapter outlines the purpose for the documents, defines cost center administrative





Uniform Expense Accounting Structure.
In order to integrate programming, budgeting, accounting and reporting under the
Resource Management System (RMS), a uniform system of accounting is necessary. Such
a system ensures that reported information serves the need of managers; that it facilitates
comparisons of accounting and budget reports; and that it aligns budgeting and accounting
information with the programming needs of the Department of Defense. The accounting
structure of the RMS is tied to programs established by DOD, and the President's Budget,
and serves as a basis for units to report their operating expenses.
The following coding categories for spending appear on funding documents , i.e.,
appropriations, allotments, etc., as well as FIPC accounting reports (UMRs), and indicate
who spent the funds and the purpose for resource use under RMS:
Budget Activity (BA). The Department of Defense Five Year Defense Plan
contains eleven major programs. The major programs apply to each of the Service




2. General Purpose Forces
3. Intelligence and Communications
4. Airlift and Sealift
5. Guard and Reserve Forces
6. Research and Development
7. General Supply and Maintenance
8. Training, Medical and Other General Personnel Activities
9. Administrative and Associated Activities
10. Support of Other Nations
11. Special Operation Forces
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The Budget Activity relates a portion of a given defense appropriation to a
major program. 0&M,N appropriations, for example, may be subdivided into 11
separate Budget Activities. Figure 4.1 provides an example of 0&M,N
appropriations for the Navy's strategic forces.
Program Element (PE). The PE is a further breakdown of the Budget Activity.
It groups forces, manpower, and costs into projects, e.g., the Trident missile project,











DEPARTMENT OP THE NAVY
Figure 4.1 Sample Appropriation and Subhead
Unit Identification Code (UIC). A general identification code used to identify a
DON unit. It is used for all reporting purposes and is not purely financial in
nature. The UIC for NPS, for example, is "62271".
Activity Group/Sub-Activity Group (AG/SAG). A two character code which
shows principal areas of financial activity; required by major claimants for the
administration of funds under RMS.
Functional/Subfunctional Category (F/SFC). A two character code which
indicates the functions being performed when resources were used. The first
character of this code is the functional category, while the second character is the
subfunctional category.
Cost Account Codes (CAC). A four digit alpha-numeric code which describes the
F/SFC in more detail and classifies transactions according to purpose .
Expense Elements (EE). A single character code which classifies an expense by
the type of resource being consumed.
In practice, the Comptroller Department is primarily concerned with the last four
coding categories. AGs are generally used at the major claimant level, while SAGs are
used at the Fund Administering Activity (NPS Comptroller) level and above.
Both the official accounting reports (FIPC UMRs) received at NPS, and the
accounting reports sent out by NPS, reflect the utilization of funds by means of RMS
category codes. The category codes may be presented in various formats depending upon
the purpose of the report.
48
Chapter 4 Coding Systems
At NPS, the Comptroller Department prepares the "Monthly OPTAR Report" and
"Reimbursable Report" for the cost centers, which indicate fund utilization primarily by
means of a local coding system. The local coding system is comprise of Local
Management Codes (LMCs) which, together with the codes previously mentioned, allow
funds to be tracked by both location and purpose; i.e., they identify who obligated the
funds and why they were expended (Figure 4.2).
COST ACCOUNTING COOING STRUCTURE
COST/SUBCOST CENTER
LOCATION |






PURPOSE FUNCTIUNAL/SUBFUNCTIONAL CATEGORY (F/SFC)
|
COST ACCOUNT CODE (CAC)
|
EXPENSE ELEMENT (E/E)
Figure 4.2 Cost Accounting Coding Structure
Cost centers and sub-cost centers at NPS do not become directly involved with
preparing or reconciling RMS reports; therefore, they do not require extensive knowledge
of RMS codes or reporting procedures. In fact, cost center personnel usually prepare their
financial documents using "canned" accounting codes provided by the Comptroller at the
beginning of each fiscal year. Personnel using these "canned" codes to enter accounting
data on various obligation documents, e.g., travel orders, training documents, etc., should
be aware, however, that many of these codes are actually the same RMS codes used on
official accounting reports.
Accounting Classification Code.
Accounting Classification Code, often referred to as "lines of accounting data",
provide a means of accumulating and reporting accounting information in a uniform
manner. The code is used on all purchase request, obligation and expenditure documents.
It also relates directly to many of the RMS codes previously mentioned, and allows the
AAA/FIPC to furnish the Fund Administering Activity with official reports on
disbursements and refunds. The complete accounting classification consists of nine coding
elements; the content of each element will vary depending upon the reporting activity and
its specific reporting requirements. The accounting classification used by NPS is as
follows:
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Example
Elements. (1) (2) (3) (4) (6) (8) (7) (8) (9)
AA
|
1701804.1180 000 62271 000179 2D VAB001 622710QABQR Q
(1) Accounting Data Claaaificatk>n_|
Appropriation Data
(?) Appropriation Subhead ,
(3) Ohjact Claaa
(4) Bureau Control Number/ UIC
(fi) Rnhallntmant
(«) Authorization Accounting Activity
.
(7) Transaction Type
(8) Property Accounting Activity
(9) Coat Coda
Elements of Accounting Classification Code.
(1&2) Accounting Data Classification (two digits alphabetic).
Accounting Data Classification codes (shown below) are used on travel documents to
denote the purpose for travel fund expenditures. Code usage is mandatory and,
while only the applicable codes need be used, the codes must be entered on the
appropriate travel document in sequential order. Specific information on travel
documents and code usage is contained in Chapter 6 - Travel Documents.
AA= Per Diem, POV Travel, non-GTR air travel and miscellaneous charges.
Includes taxis, baggage tips and rental car (if the rental car is used in
conjunction with air travel).
AB= Cost of GTR travel only.
AC= Travel Advance.
AD= Registration and Tuition fees.
Appropriation Data/Subhead (eleven digits).
The appropriation code for Navy and Marine Corps funds begins with "17" tc
identify the Department of the Navy. The next entry is the last digit of the fiscal
year. For FY90 the entry would be, "0".
The next eight entries in Element (1) are the funding code numbers for the
appropriation, together with its subhead. For NPS 0&M,N (direct funds) this entry
is, "1804.1180".
Example:
AA = Per diem
17 = Navy
= FY 1990
1804= 0&M,N appropriation code
1180= Appropriation subhead
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(3) Object Class and Reimbursement Source Codes (three digits).
Object Class Codes are used in reporting data whenever an analysis by object
class is required. An object class is based upon the nature of the services, or
articles for which funds are expended, as distinguished from the purpose for which
such obligations are incurred. Expense elements are not shown in this field . For
NPS, a class code is usually not required; therefore, the entry is "000".
(4) Bureau Control Number/UIC (five digits).
For Headquarters and centrally managed programs a Bureau Control Number
is entered in Element (4). For field operating budgets, such as NPS, the activity's
Unit Identification Code is entered. For NPS, the entry is "62271".
(5) Suballotment (one digit alpha/numeric).
The Suballotment code is assigned to a receiving activity if they receive
regular suballotments. It is used when more than one operating budget is issued
to a single UIC under the same subhead. This field does not apply to NPS;
therefore, the entry is "0".
(6) Authorization Accounting Activity (six digits).
The UIC or Bureau Control Number is entered for the activity designated to
perform official accounting functions. For NPS, this activity is the NRFC,
Washington, D.C.; therefore, the FIPC's UIC, "000179", is entered as Element (6).
(7) Transaction Type (two digits alpha/numeric).
A Transaction Type is a designator code which identifies purchases for stores
accounts, direct charges to plant property accounts, travel payments, contract
payments and other charges. The following codes frequently apply:
2T= Repairs of material in store other than stock funds.
1K= Military or Civilian travel advances.
2D= All other transactions, except that other specific codes will be applied at time
of payment in accordance with Navcompt Manual Vol II, Chapter 8, Par.
028004.
(8) Property Accounting Activity/Auxiliary Cost Code (six digits
alpha/numeric).
At NPS, this element is used primarily as an auxiliary cost code. The first entry
to Element (8) is the last letter of the form's "Type of Document" code. The next five
entries are the form's "Assigned Serial Number". These six entries correspond to the
last six digits of the form's Standard Document Number. For example, the code
"VAB001" indicates that this document is the first "Claim for Reimbursement"
submitted by the Comptroller Department in FT 90. Refer to appropriate appendix for
the applicable type document codes and serial numbers.
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Navcompt Manual Volume II states the following:
(1) General.
When this element is not for the purposes described in subparagraphs (2)
through (9), this element will be available as an extension of the cost code element
for other pertinent data.
(2) Stores Account.
When the transaction type code indicates a purchase for a stores account
(Navy Stock Account centrally managed allotment purchases, Appropriation
Purchases Account, Marine Corps Stock Fund Account, or Marine Corps
Appropriation Stores Account), the unit identification code assigned to the activity
designated to take up the property in the stores account will be shown as the
property accounting activity. In the case of Navy Stock Account class 207
centrally managed allotment purchases, the activity to be identified will be the
ship responsible for the stores account.
(3) Plant Property Account.
When the transaction type code indicates a purchase as a direct charge to
the plant property account (not through a stores account), the unit identification
code of the activity for which the plant property is purchased (the activity for
which a Reconciliation ofPlant Account (NAVCOMPT Form 167) is prepared)
will be shown as the property accounting activity.
(4) Travel Order Identification.
(a) General.
For temporary additional duty travel of military members and
civilian employees, identification of the travel order is accomplished on
transportation requests, military transportation authorization, and travel
claims by citing the TANGO or travel order number as an element of
accounting data. On travel orders, transportation requests, military
transportation authorizations, and travel vouchers, the TANGO or travel
order number will be shown on the accounting classification line following
the transaction type and preceding the cost code. For all temporary
additional duty travel funded by Navy annual appropriations for fiscal
year 1977 or subsequent fiscal years (including such travel ofMarine Corps
personnel), the last digit of the fiscal year funding the travel will be the first
character of the six-character TANGO or travel order number. For
example, if the appropriation chargeable is 1771804, Operation and
Maintenance, Navy, the first character of the six character TANGO or
travel order number will be the numeral 7. When travel is funded by
Marine Corps funds, there is no restriction as to the first character of the
travel order number.
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(b) Exception.
An exception to subparagraph (a) applies when the travel order
cites the appropriation 17-1319, Research, Development, Test, and
Evaluation. Travel orders, transportation requests, military
transportation authorizations, and travel vouchers citing the RDT&E
appropriation will include the TANGO or travel order number in the
cost code.
(5) Fleet and Security Assistance Program Requisitions.
The unit identification code of the requisitioner for procurement
transactions relating to the operating forces, including ships operating under
special accounting class 207 procedures, will be shown as an extension of the
cost code element. The unit identification code will be preceded by R or V as
applicable. For Security Assistance Program requisitions citing Foreign
Military Sales (FMS) or Grant Aid (GA) appropriation (17-11X8242, Advances,
Foreign Military Sales, Executive (Transfers to Navy), or 17-11-1080, Military
Assistance (Transfers to Navy), the unit identification codes from the
MILSTRIP requisition number will be cited.
(6) Research, Development, Test, and Evaluation.
The program element and the project number will be cited for all
RDT&E funded procurement transactions. Only the program element is
required when the transaction pertains to material issues from the Navy Stock
Fund or to civilian labor. In this instance, the program element will be
shown in the first and second positions followed by four zeros.
(7) Research, Development, Test, and Evaluation, Navy, FY 1981 and
Subsequent Years.
The Property Accounting Activity (PAA) will be structured for FY 1981
and subsequent years as follows:
Headquarters and Centrally Managed Programs Administering Office
and Operational Budget Holder (AO & OB) and Reimbursable
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(8) Navy Stock Fund Budget Project.
When the Navy Stock Fund is reimbursed for an issue, the financing
Navy Stock Fund two-digit budget project number will be cited in the fifth
and sixth positions of the element, preceded by four zeros under the line of
accounting data representing the appropriation charged. When the Navy
Stock Fund is reimbursed for a cash sale in register 14 (credit to Navy Stock
Fund), this element will contain a four-digit customer code followed by the
Navy Stock Fund budget project number.
(9) Military Personnel, Navy Subsistence-in-Kind Program.
For subsistence-in-kind procurements from local vendors, report the
Julian date of the requisition preceded by two zeros. The Julian date must
be compatible to the appropriation fiscal year cited in the accounting
classification code.
(9) Cost Code (twelve digits).
The Cost Code provides more detail than the information identified in the
remainder of the accounting classification code. The cost code system is assigned
by the accounting office (FIPC) serving the allotment holder (NPS), in collaboration
with the major claimant.
The cost code used by NPS consists of twelve digits. The first six digits
correspond to the NPS UIC; i.e., "62271". The next digit entered is the last
number of the fiscal year; for FY 90 the entry would be "0", for FY 91 the entry
would be "1", and so on.
The five digits, which follow the fiscal year entry, equate to the Job Order
Number. The Job Order Number, which is further defined in the next section,
consists of five entries; (1) a single digit for the expense element, (2) the first digit
of the cost center code, (3) the first digit of the sub-cost center code, and (4&5) two
additional digits for descriptive elements.
The final cost code entry is a single character representing the expense
element. It is separated from the previous eleven cost code digits by a single
space. As an example, the cost code "622710QABQR Q" represents an obligation
incurred by the NPS Comptroller Department, in FY 90, for registration fees or
conference costs.
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Local Management Coding System.
Office Codes.
Office codes are assigned to each office within the NPS organizational structure,
primarily for the purpose of routing correspondence. The coding structure provides an
efficient of means of identifying departments (cost centers) and their respective
division/branch offices (sub-cost centers). Office codes are not the same as cost/sub-cost
center codes and must not be used for accounting data entries. Office codes may be found
in Appendices E or F.
Cost Center/Sub-Cost Center Codes.
Cost center and sub-cost center codes are local management codes assigned to each
department and division for the purpose of tracking financial information. With respect to
NPS, the codes are assigned in collaboration with the FIPC (accounting activity) and FSA
(major claimant). Cost and sub-cost center codes make up a portion of the job order
number, standard document number, and accounting classification cost code, and are used
on financial documents to identify obligations and expenditures by location. Ensure that
the correct codes have been selected when preparing financial documents, as the NPS
codes vary depending upon whether the fund source is OPTAR, Direct Funded Research or
Indirect Support. Cost/Sub-cost center codes may be found in Appendices F and G.
Job Order Numbers.
0&M,N/OPTAR Funds.
The Navy uses job order codes to
account for accrued expenses, by relating
the job order to various categories into
which expenses are classified. Job order
numbers are recorded on all documents
used for procurement, consumption/
application, and accounting for operating
funds. A job order could contain the
elements shown in Figure 4.3; however, as
each shore activity is unique in its
mission, location, etc., the job order coding
is the responsibility of the individual
command, and may have greater or fewer




Figure 4.3 Sample Job Order
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At NPS, the job order number consists of the following:
JOB ORDER NUMBERING SYSTEM
T G C G S I
ExptHSE
su« COST CIKTEH ADDITIONAL OtSCRIPTIVEELEMTHT ELEMEITTS
Refer to Appendix D for the information on expense elements codes.
Reimbursable Funds.
The primary difference in accounting between Naval Postgraduate School
0&M,N (direct) monies and reimbursable monies, is that accounting for
reimbursable funds must be done separately for each funding document . Because
the variety of reimbursable funds received by NPS, each reimbursable account mus
be treated as a separate "pot of money" for accounting and billing purposes.
Funding documents received by NPS are each assigned a separate job order numb<
by the Comptroller , and each number is unique to that reimbursable account. On
the other hand, the FY 90 Operating Budget of $46,743,000 is accounted for by
multiple job order numbers unique to each cost and sub-cost center, but jointly tie<
to the total direct funding.
Job order numbers assigned by the Comptroller for reimbursable accounts
consist of a five digit alpha-numeric code, usually preceded by the NPS UIC and
the last digit of the fiscal year:
The first digit of the code will always commence with the letter "R", to
indicate that the funds are associated with a reimbursable account.
The next four letters are a "special code" the Comptroller assigns depending
upon the reimbursable account category the funds are assigned to; i.e.,
PW - Public Works Department
FH - Family Housing
RR - Reimbursable Research
NR - Navy Research
RM - Other Reimbursable




While the codes for reimbursable accounts may not appear systematic to
personnel working at the cost center level, suffice it to say that a unique job order
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number is assigned to each reimbursable account. The account's job order number
is provided to cost centers, on a "Granting of Funding Authorization" memorandum,
whenever the cost center is given authorization to obligate reimbursable funds.
Document Numbering System.
Document numbers are used to administratively track financial documents. At
NPS, a document's standard document number would be assigned as shown in Figure F.l
of Appendix F.
Appendices F and G provide OPTAR and Direct Funded Research document serial
numbers assigned to NPS cost/sub-cost centers. Note that the document serial numbers
must be used in sequential order. The first row of serial numbers shown in the
Appendices apply to all documents other than DD-1348 Milstrip Requisitions. For
example, the Comptroller Department's OPTAR serial numbers commence with AB000 and
progress sequentially through AB999. If more than one thousand document serial numbers
are required during the fiscal year, the Comptroller OPBUD Division must be notified and
a new series of document numbers will then be assigned.
For Direct Funded Research (DFR), a variation on the system shown in Appendix G
has recently been implemented in order to separate different research accounts within the
same cost/sub-cost center. For DFR accounts, the third digit of the document serial
number will be a letter (vice a numeral) assigned to a specific Principal Investigator
within that department. For example, a research account document serial number for
Professor Smith, of the Computer Science department, might be "LAAOO", vice the
Computer Research departments normal serial number of "LA000". In any case, a unique
range of document serial numbers will be provided to the Principal Investigator, on the
"Granting of Funding Authorization" memorandum, when research funds are approved.
The second row of document serial numbers, shown in Appendices F and G, pertain
to DD-1348 Milstrip Requisitions. A DD-1348's document number must always start with
the UIC, followed by the Julian date, and the four digit serial number. As each cost/sub-
cost center is assigned a sequence of ten serial numbers, only ten requisitions may be
made per Julian day. As an example, the Comptroller Department's first requisition of
the day, on January 01, 1990, would require the document number "62271 0001 0011".
The document serial numbers would progress up to "0020" for each subsequent requisition.






The purchase of supplies or services involves one of several documents. The
document used is dependent upon the source of supplies or services. Generally, purchases
from government sources require the DD Form 1348 (DOD Single Line Item Requisition
System Document), while purchases from commercial sources require the NPS Open
Purchase Requisition Form. Procurement of express mail service requires a DD Form
1149 (Requisition and Invoice/Shipping Document).
The following forms are used to obligate funds:
(1) NavCompt 2277 Voucher for Disbursement and/or Collection.
(2) DD Form 1149 Requisition and Invoice/Shipping Document.
(3) DD 1348 DOD Single Line Item Requisition System Document.
(4) NPS Open Purchase Requisition Form.
Two additional forms are used to requisition items from local sources.
(5) GPO 689-317, Office Supplies, Turn-in or Request.
(6) NAVFAC 9-11014/8, Material Requirements/Issue Document.
References.
(1) Supply Department's FY90 Customer Service Manual
A guide for procurement and disposition of material and supplies.
Provides basic information about NPS supply services and
preparation of required documents.
(2) NAVPGSCOLINST 3900.2
Accountability of Books Purchased through Reimbursable Research
Funds.
(3) NAVPGSCOLINST 4400.1
Requisition/Receipt Procedures for Supplies.
(4) NAVPGSCOLINST 4400.2
Policies and Procedures for Purchasing Restricted Items.
(5) NAVPGSCOLINST 7200.1E
Fees & Expenses to Visiting Lecturers/Consultants.
(6) NAVPGSCOL NOTICE 7200 Fees for Guest Lectures/Consultants
(Honorariums).
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Document Description.
NavCompt Form 2277 Voucher for Disbursement and/or Collection.
(Figures 5.1 and 5.2)
Although the NavCompt Form 2277 has many uses, it is addressed in this section
for the authorization and payment of Honorariums.
Honorariums.
A Honorarium is a gratuitous payment, or fee, paid to guest lecturers or
consultants for their services. Departments wishing to pay honorariums to guest
lecturers must complete NavCompt Form 2277 (Figure 5.1), and a local honorarium
request form (Figure 5.2). As the Comptroller authorizes all honorariums,
payments should be cleared through the Comptroller prior to scheduling the guest
speaker. If the honorarium involves research funding, the documents should be
routed to the Comptroller, via the Research Administration Office. Approved
honorariums are forwarded to the Personnel Support Detachment (PSD) for
payment.
Honorariums over $250 per day require approval of the Division Dean.
Honorariums exceeding $350 per day must be approved by the Superintendent.
DD Form 1149 Requisition and Invoice/Shipping Document.
(Figure 5.3)
DD Form 1149 form is used for overnight mailing of materials from NPS.
DD Form 1348 Single Line Item Requisition.
(Figures 5.4 & 5.5)
The DD Form 1348 is used to requisition and pay for supplies and equipment
procured through government sources; e.g., Navy Supply System, General Services
Administration (GSA), etc. When used as a requisition, each line item requires a separati
form. The form may also be used to pay for items acquired through local government
supply stores, like NPS Ready Supply, and NPS Office Supply Issue.
NPS Open Purchase Requisition Form.
(Figure 5.6)
The Open Purchase Requisition is used to order items not available through
government sources, and therefore must be procured commercially. The Purchasing
Officer uses the form to prepare the DD Form 1155, Purchase Order. The Purchase
Order represents a legal obligation of funds, and is mailed to the vendor by the
Purchasing Office.
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GPO 689-317, Office Supplies, Turn-in or Request.
(Figure 5.7)
This form is used for requesting items from Office Supply Issue. The document
expedites issuance of supplies and is used to subsequently bill cost centers.
NAVFAC 9-11014/8, Material Requirements/Issue Document.
(Figure 5.8)
This form is a preliminary document used to request items from Ready Supply
(Ready Supply is similar to a commercial "Cash and Carry" operation). When the
document is received by Ready Supply, the request is filled and the requesting activity
notified of the total amount. The requesting activity must then use a DD-1348 to pay for
and receive the goods.
General Information.
Government regulations stipulate strict guidelines for selecting the suppliers of
goods and services. The requisition documents required to order supplies or services,
depend upon the source of supply.
Regulations require that the precedence, specified below, be applied in determining
source of supply. In other words, the requisitioner must first check to see if items needed
are available through excess property. Procuring a item commercially (open purchase) is
the supply source of last resort.
1. DOD Excess Property
2. DOD Standard Stock
3. GSA Stores Stock
4. Blind/Handicapped made or Prison Industries
5. GSA Contracts
6. Commercial Source (Open purchase)
Catalogs, or a listing of supplies and services available from each of these sources,
can be obtained from the Supply Department. The Supply Department screens all
requisitions to ensure that the source and price are correct.
Document Preparation.
The Supply Department publishes and distributes the "Customer Service Manual",
which includes purchasing guidelines and instructions for preparing purchase documents.
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While this section will not duplicate the efforts of the Customer Service Manual,
procedures for completing NAVCOMPT Form 2277 (Figure 5.1) have been provided.
Examples of the following documents are also included:
Memorandum • Payments to Visiting Lecturers/Consultants
(Figure 5.2)
DD Form 1149. Requisition and Invoice/Shipping Document
(Express Mail) (Figure 5.3)
DD 1348, DOD Single Line Item Requisition System Document.
(Figures 5.4 & 5.5)
NPS Open Purchase Requisition Form.
(Figure 5.6)
GPO 689-317, Office Supplies, Turn-in or Request.
(Figure 5.7)
NAVFAC 9-11014/8, Material Requirements/Issue Document.
(Figure 5.8)
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HONORARIUMS
NAVCOMPT FORM 2277 - VOUCHER FOR
DISBURSEMENT AND/OR
COLLECTION
The NAVCOMPT FORM 2277 is a multi-purpose form, often used at NPS to pay
Honorariums to guest speakers. Guidelines covering honorariums are contained in
NAVPGSCOL Instruction 7200.1E and NAVPGSCOL Notice 7200 dated 14 April, 1989.
Like any other purchase, the honorarium must be approved prior to receiving the service.
The following information provides amplifying instructions for completing the form. Blocks
not covered should be left blank. A sample of a completed form is shown in Figure 5.1.
BLOCK DESCRIPTION
(1) PURPOSE
Place an "X" in the DISB box to indicate the form is being used for a
disbursement.
(2) DATE
Enter the date of the request. Honorariums must be authorized in advance
of the service, therefore, this date must be prior the to date(s) of service in
block 9B.
(3) REFERENCE DOCUMENT NO.
N62271(FY)MD (5-digit serial number)
Example: N6227190MDAB001
(6) FROM:
Department Name and Address.
(8) TO:
Name, Social Security Number, and Address of the guest lecturer. The check
will be made payable to the name in this block.
(9A) INVOICE OR ORDER NO.
Leave blank.
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(9B) DATE OF DEUVERY/SERVICE
Enter the actual dates of the lecture.
(9C) DESCRIPTION
Enter "Honorarium for Guest Lecture".
(9D) QUANTITY
Enter the number of days for which the guest lecturer will be paid.
(9E) UNIT PRICE
Enter the daily appropriate fee in the COST block (guidelines for this are
published in NAVPGSCOLINST 7200.IE and enter "DAY" in the PER block
(9F) AMOUNT
Enter the total Honorarium in this block. It should equal the product of th
price (block 9D) and quantity (block 9E).
(9H) TOTAL
Enter the sum of amounts in block 9F.
(10) TYPE OF PAYMENT OR BILL
Place an "X" in the FINAL box.
(13) ACCOUNTING CLASSIFICATION TO BE CHARGED
Enter the Accounting data (see the Coding Section) and the appropriate
amount to be charged.
(16) APPROVED
Type the Comptroller's name, rank, service, current date, and title; i.e.,
"Comptroller".
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VOUCHER FOR DISL. .SEMENT AND/OR COLLECTION-NAVCOMFT FORM 2277 I8PT.) (2-811 S/N 0104-LF-702-2T70
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Figure 5.1 NAVCOMPT 2277 Voucher for Disbursement (Honorariums)
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Disbursing Section, Personnel Support Detachment
Comptroller
PAYMENTS TO VISITING LECTURERS/CONSULTANTS
(a) NAVPGSCOLINST 7200. IE
1. In accordance with reference (a), an honorarium in the amount





professional services performed in the Naval Postgraduate School,
Monterey, California on the day of 19
.
The
purpose of the visit and the nature of the services to be provided
are:
Explain in detail the purpose,
and the benefit to NPS
.
3. The visiting lecturer/consultant is:
( ) not an employee of the Federal Government
( ) not a U.S. citizen
3. Visiting lecturer/consultant is to travel from_
Mode of travel
City
State (POV, Comnerciel Air, etc.)
An ITO will/will not be requested.
Est of ITO (not paid with fee) (Copy attached) $
5. Please ( ) mail check to payee's home address
( ) hold check to be picked up for delivery to payee




(if over $250.00 per day)
Figure 5.2 Payments to Visiting Lecturers/Consultants
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qoo 30 JAN 90
NPS OPEN PURCHASE REQUISITION FORM
(00 FORM 1348 to be useo for Sitnai'O Slocn/BSS ilemj)
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Nam. Gladly Supply Co.
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Figure 5.6 NPS Open Purchase Requisition Form
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Several documents exist which deal with the obligation and expenditure of funds for
travel purposes. These include:
(1) NAVPERS-1320 TEMADD Military Travel Order.
(2) DD Form 1610 Civilian Travel Order.
(3) NAVSO 4650/10 Invitational Travel Order.
(4) Fund Cite Authorization.
(5) SF 1164 Claim for Reimbursement for Expenditures on Official
Business.
(6) DD Form 1351-2 Travel Voucher.
In addition, several forms and messages assist in the preparation of travel
documents, expedite claims for travel reimbursement or provide approval for foreign travel:
(7) Travel Request
(8) Travel Worksheet
(worksheet titles and formats may vary from one department to
another)
(9) Passenger Reservation Request
(10) Worksheet for Reimbursement of Travel Expenses
(11) Visit Notification or Area Clearance Request
References.
(1) Joint Federal Travel Regulations
Sets forth Federal Travel Entitlements.
(2) NAVPGSCOLINST 4650.4B
Policy for Official Travel Performed By NPS Personnel.
(3) NAVPGSCOL NOTICE 5050 of 27 April 1989
Reduction in Military and Civilian Travel Costs.
(4) NPS Travel/Country Clearance Handbook
Travel document preparation procedures for travel outside CONUS.
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Document Description.
NAVPERS 1320/DD Form 1610 - Military/Civilian Travel Orders.
(Figures 6.6, 6.7,& 6.8)
TAD Travel Orders officially authorize travel for military or civilian DOD personnel
required to perform temporary duty outside of the local area. Individuals requiring travel
usually provide specific travel information on the Travel Worksheet and Passenger
Reservation Request. This information is then transferred to the Travel Order by the
department's travel clerk.
NAVSO 4650/10 - Invitational Travel Orders (ITO).
(Figures 6.9 & 6.10)
Invitational Travel Orders are issued to persons not employed by the government.
For example, an ITO might be used to pay the travel expense of a visiting guest speaker.
Travel advances are not authorized for this type of travel order.
Fund Cite Authorization (FCA).
(Figures 6.11 & 6.12)
Fund Cite Authorizations allow NPS funds to pay the travel expenses of personnel
assigned to other activities. For example, assume the Naval Postgraduate School were to
invite a DOD employee to travel to Monterey and assist in a research project. NPS
would send a Fund Cite Authorization to the visitor's employer, detailing the accounting
data for the employer to use on the visitor's Travel Order. A budget analyst, at the
Naval Postgraduate School, would enter the accounting data into the local and Navy
accounting systems to record the obligation. The activity, which eventually settles the
claim, enters the expenditure into the Navy accounting system using the NPS accounting
data cited on the visitor's Travel Order. This records the actual travel expense against
the obligation previously established.
SF 1164 - Claim for Reimbursement for Expenditures on Official Travel.
(Figure 6.15)
This document is for local area travel and other routine expenses. It is used in
situations when official travel orders are not required. For example, if a government
vehicle was not available and someone used their private automobile for official business,
this form would be submitted, in lieu of a travel voucher, to reimburse the individual for
his or her out-of-pocket expenses.
DD Form 1351-2 - Travel Voucher.
(Figures 6.16 & 6.17)
Travel Vouchers are submitted for the reimbursement of travel claims incident to
official travel. The information provided on this form, such as actual transportation costs,
lodging, and meal expense, enables the government to adequately compensate an
individual for personal expenses incurred while acting in an official capacity.
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Travel Request.
(Figure 6.5)
In accordance with NAVPGSCOLINST 4650.4B, a "Travel Request Form" must
accompany all travel orders, including Invitational Travel Orders (ITO), whether at cost or
no cost to the government. This form will remain on file in the Comptroller's Office for
internal/external audits. The form contains many of the same elements various
departments use on their Travel Request Worksheets.
Travel Worksheet/Passenger Reservation Request/
Worksheet for Reimbursement of Travel Expenses/Visit Notification.
(Figures 6.1, 6.2, 6.3, & 6.4)
The worksheets and PRR are locally developed forms which assist in the
preparation of official travel documents.
A Visit Notification (Figure 6.4) or Area Clearance Request is required for travel
outside of the continental United States (CONUS). The NPS Travel/Country Clearance
Handbook contains information regarding the preparation of the required letters and
messages. When completed, submit the message draft or letter to the Director of
Programs, Administrative Officer (Code 032), via the appropriate Dean, for further routing
and approval.
General Information.
In addition to the travel information provided in Part III - Document Processing;
the following brief summary is provided to assist in the preparation and routing of travel
documents:
Cost/Sub-Cost Centers.
1. The "Travel Request Form" is originated by the traveler to allow the approving
official to review and certify travel, and to enable clerical personnel to complete the
necessary official travel documents.
2. Submit one copy of the Travel Request Form, appropriate travel orders, copy of
Passenger Reservation Request (if applicable) and other supporting documents as follows:
A. If research funds are used to support travel, submit travel orders to the
Research Administration Office who will forward the orders to either:
(1) the mezzanine, if signatures are required at that level,
or
(2) the appropriate division in the comptroller's office (Reimbursable Division
for reimbursable research; Operating Budget Division for direct funded
research.)
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B. If 0&M,N (OPTAR) funds are used, submit travel orders to the Operating
Budget Division Edit Clerk.
C. If reimbursable funds are used, submit travel orders to the Reimbursable
Accounts Division.
3. When airline tickets or car rental is required, complete the Passenger Reservation
Request, and forward an advance copy to the PSD Transportation Office.
4. All travel orders require one (1) original and at least seven (7) copies. The copies
are provided to the following offices:
1 copy = department
1 copy = 002 (obligation)
1 copy = 002T (travel clerk)
1 copy = 012 (Research Admin.) if required
1 copy = SATO
2 copies = PSD (claims)
Keep in mind that the Personnel Support Detachment and NPS Comptroller do not
levy these requirements without reason. Copies of vouchers, receipts and memorandums
must be maintained at PSD and NPS to establish an audit trail. If a particular
requirement seems unreasonable, it may be directed from a higher authority for a specific
purpose.
Comptroller.
1. The appropriate comptroller division reviews the travel orders for correct accounting
and availability of funds, and then forwards the documents to the Travel Clerk.
2. The Comptroller Department Travel Clerk reviews travel orders for compliance with
the Joint Travel Regulations (JTRs) and submission of appropriate documentation, and
then submits the paperwork to the Comptroller for signature. Travel orders that do not
require tickets and/or a travel advance are then returned to the department. Travel
orders requiring checks for a travel advance, airline tickets, or car rental are forwarded to
the Personnel Support Detachment.
Personnel Support Detachment.
Claims and Vouchers Division.
The Claims and Vouchers Division prepares travel advance checks for pickup
by the traveler or department. Advance checks will be available no earlier than
three working days prior to date of departure. If advance registration fees are
required, indicate on the travel order the actual date required.
Transportation Division.
The Transportation Division prepares airline tickets for pickup by the
traveler or department.
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Document Preparation.
This section provides the procedures and examples necessary to prepare the
following travel documents:
Travel Worksheets/Passenger Reservation Request/Visit Notification
(Foreign Clearance)
(Figures 6.1, 6.2, 6.3 and 6.4)
Travel Request Form
(Figure 6.5)
Civilian Travel- DD1610 Civilian Travel Orders
(Figures 6.6 and 6.7)
Military Travel - Navpers 1320 TEMADD Travel Order
(Figure 6.8)
Invitational Travel Order - NAVSO 4150/10
(Figures 6.9 and 6.10)
Fund Cite Authorizations







Local travel of less than 10 hours involving no payment of per diem - SF
1164 Claim for Reimbursement for Expenditure on Official Business
(Figure 6.15)
Travel Claims - DD Form 1351-2 Travel Voucher or Subvoucher
(Figures 6.16 and 6.17)
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Please note that travel requests should be submitted at least 10
days prior to departure date; 15 days prior if you want an
advance
.
Name: Date of Request
Dates of Travel:
Destination:
Type of orders: Single / Group / Invitational (ITO) / Fund cite /
No Cost To Government
Do you plan to drive to your destination? YES NO
MiPLEASE DO NOT MAKE RESERVATIONS WITH INDIVIDUAL AIRLINES!!!
FILL OUT ATTACHED PRR FORM
PLEASE MAKE RESERVATION RESERVATION ARE MADE
Airline SATO
Rental Car Rental Car
**Request authorization for use of TAXI/ LIMO/ POV in and around
TDY area
. No authorization needed for transportation to/from
airport.
Funding: Cost Code/Job Order No.
Registration fee required? YES/NO $ (Refer to memo 9
Oct 85)
Date fee required by
«
Advance required? YES/NO (Will be ISSUED 2 days prior to date of
departure)
Utilization of government quarters required, if available, when
traveling to another government post/installation, otherwise
orders must be stamped to indicate nonavailability.
Any special or unusual arrangements should be brought to the
attention of the travel clerk BEFORE travel orders are processed.
Figure 6.1 Travel Worksheet
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PSDMTRYINST 4 650. ID
PASSENGER RESERVATION REQUEST (PRR)
This PRR applies to official travel for Temporary Additional Duty (TAD)
,
Permanent Change of Station ( PCS) INCCNUS for Navy sponsor traveling
accompanied, unaccompanied or Navy dependents traveling unaccompanied. A
Ticker will not be issued without approved travel orders for members
traveling on TAD/PCS orders.
Complete this form and include specific travel requirements AS SOON AS
TRAVEL DATES ARE KNOWN and return to Pat.
TRAVEL REQUIREMENTS
(Name: Last, Firs:, MI (Rank/SSN) (Telephone;
DESTINATION (Nearest Airport;
LOCATION/DATE/TIME AVAILABLE TO DEPART:
DATE/TIME/OF FIRST OFFICIAL MEETING/SEMINAR:
LOCATION/DATE/TIME AVAILABLE TC RETURN FROM:
DATE/TIME/OF LAST OFFICIAL MEETING/SEMINAR:
WILL RENTAL CAR EE AUTHORIZED AT DESTINATION: YES NO
Passenger Remarks: (Additional Information)
(Signature)
PSDMTRY FORM 4 650/1 (Rev 7/88)
Figure 6.2 Passenger Reservation Request
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WORKSHEET FOR REIMBURSEMENT OF TRAVEL EXPENSES
NAME: S3N:
,
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ATE
:ness (if ON SATURDAY OR SUNDAY) , PROVIDE THE TIME
Figure 6.3 Travel Expense Worksheet
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V, PRCFESSOR, DEPT OF ADMIN-
CA, NO CLEARANCE REQUIRED, NO PASS-
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79 2D OMC006 622719EMC3C E
79 2D CMC006 622719EMC3C E
79 IK OI1C006 622719EMC0C E
79 2D CMC0C6 622719GMC3R 3
OKIC REL: NTS 007 54
B/R: N1CC NpfWJO^ j^2 m4
Figure 6.4 Visit Notification for Foreign Travel
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Name of the department preparing the travel orders. This applies to Invitational Travel
Orders and Fund Cites, as well as Civilian and Military Travel Orders. Do not type
traveler's activity/department name on the ITO or Fund Cite.
CODE:
Office Code for the department preparing the travel orders.
DATES OF TRAVEL:
Date of departure/date of return to permanent duty station, inclusive of annual leave da;
taken in conjunction with Temporary Duty (TDY).
ITINERARY:
Point of departure, all TDY stops and point of return.
DATE(S) OF ANNUAL LEAVE:
Self Explanatory.
PURPOSE:
Narrative description of the reason for travel.
JUSTIFICATION:
Value of travel to NPS/DOD.
FUNDING SOURCE:
NPS account # or other activity/university/private company.
IF NO COST TO GOVERNMENT, WHO IS FUNDING TRAVEL:
Check the space for Personal Funds or Private Company/University.
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SPECIFY:
If Private Company/University checked, indicate name of Private Company/University.
WILL AN HONORARIUM BE RECEIVED?
Check the space for Yes or No.
JUSTIFICATION FOR SPLIT ACCOUNTING:
Benefit of travel to each account used.
IF TRAVEL COMMENCES ON A FRIDAY OR WEEKEND DAY AND/OR RETURNS
ON A MONDAY OR WEEKEND DAY, JUSTIFICATION FOR WEEKEND TRAVEL:
Self-Explanatory.
HOW IS SALARY BEING PAID WHILE ON NO COST ORDERS:
Check appropriate answer.
TRAVELER'S SIGNATURE:
If ITO or Fund Cite, leave blank.
DEPARTMENT HEAD'S SIGNATURE:
Department Head or Acting Department Head.
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If NO COST to government, who is funding travel:
Personal Funds: Private Company/University:
specify:
Will an honorarium be received? Yes
Justification for split accounting:
No
If travel commences on a Friday or Weekend Day and/or returns on
a Monday or Weekend Day, justification for Weekend travel:




department head s signature
Figure 6.5 Travel Request Form
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CIVILIAN TRAVEL ORDER
DD-1610 REQUEST AND AUTHORIZATION FOR TDY
TRAVEL OF DOD PERSONNEL
The name and phone number of person preparing the travel order should be
entered at the top of document. See the example provided.
BLOCK DESCRIPTION
(1) DATE OF REQUEST
Date of preparing the travel order.
(2) NAME
Name and SSN of person traveling. Indicate whether traveler is "Frequent
Traveler" or "Non-Frequent Traveler".
(3) POSITION TITLE AND GRADE OR RATING
Title and GS rating/equivalency.
(4) OFFICIAL STATION
Must be "NAVAL POSTGRADUATE SCHOOL" or "NAVAL POSTGRADUATE
SCHOOL with duty elsewhere".
(5) ORGANIZATIONAL ELEMENT
Name of department and office code.
(6) PHONE NUMBER
Telephone number of traveler.
(7) TYPE OF ORDERS
Single/Amendment. If an amendment to the original orders, indicate the
original travel order number.
(8) SECURITY CLEARANCE
Security clearance applicable to specific trip or N/A.
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(9) PURPOSE OF TDY
(a) State "MISSION ESSENTIAL" or "ADMINISTRATIVE".
(b) Precise narrative description of purpose for travel.
(c) State category of travel, i.e., "Site Visit", "Information Meeting",etc.,
per listing provided in NAVPGSCOLINST 4650.4b
(10a) APPROX. NO. OF DAYS OF TDY
Days of official duty including travel days. Do not include leave time.
(lOb) PROCEED O/A (Date)
Departure date.
(11) ITINERARY
Under Block 9 type: "Est. Date of Ret: (date)."
Enter point of departure / temporary duty location(s). Show only the
locations where TDY will be performed, not the connecting points or point o:
return.
(12) MODE OF TRANSPORTATION
Mode of transportation must be marked. If Privately Owned Conveyance is
authorized, insert rate per mile (currently $.24) and check the appropriate
box; "More Advantageous to Government" or "Mileage Reimbursement and
Per Diem limited to constructive cost of common carrier transportation, etc."
(13) PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR
OTHER RATE OF PER DIEM (Specify)
Check one of the following:
PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR
OTHER RATE OF PER DIEM - Used when traveler wishes to be reimburse
for actual expenses (all expenses must be itemized and accompanied with a
receipt). Prior approval must also be obtained from the Per Diem Committe
and attached to the orders.
(14) ESTIMATED COST
PER DIEM: Total number of days of TDY minus one day, times the
locality Per Diem rate, plus one full day of Meals and Incidental Expenses.
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Plus Estimate for rental car if applicable ($30/day).
Estimate for POV ($.24/mile).
Estimate for taxi ($20/day).
TRAVEL: For GTRs only (tickets obtained through the PSD Transportation
Office). If the traveler is authorized to purchase his/her own ticket, the cost
of the ticket will be typed in the "PER DIEM" block and marked "Air Fare"








All authorizations should be stated in this block, e.g., rental car,
registration/tuition fees, POV, taxi, etc.
(17) REQUESTING OFFICIAL
Traveler or traveler's first line supervisor, where applicable.
(18) APPROVING OFFICIAL
Refer to enclosure (1) of NAVPGSCOLINST 4650.4B.
(19) ACCTG. CITATION
AA - Per Diem )If all four lines of
AB - GTR Travel Recounting are required,
AC - Advance >type the Advance line (AC)
AD - Registration/Tuition )in Block 16 - Remarks.
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(22) TRAVEL ORDER NUMBER
N62271(FY)TO (5-digit serial number)
Example: N6227190TOAB001
If a travel advance is authorized, the travel orders must be received by PSD at
least five working days prior to date of departure or a memo must be attached stating 1
reason for the late submission.
If travel orders are for foreign travel (this includes Hawaii & Canada), a copy of
the Country Clearance Request/Message should be attached. Country clearance is the
responsibility of the approving official. The traveler should not commence travel withou
country clearance!
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NAME AND EXT. OF TYPIST
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL ' S&eofREQUEST
(Reference Joint Travel Regulation!)
Travel Authorised as Indicated in Items 2 through 21
1 OCTOBER 89
REQUEST FOR OFflCIAl TRAVEL
2 name Uau. hint. Middle Initial)
JONES, TOM J. SSN: 444-44-4444
FREQUENT or NON-FREQUENT TRAVELER
3 POSITION TITLE ANO GRADE OR RATING









7. TYPE OF ORDERS
Single
10 a APPRO* NO OF DATS OF






6 PURPOSE OF TOY
MISSION ESSENTIAL
To present the annual budget to Field




I 1 VARIATION A^TmOR'ZED
EST. DATE OF RETURN: 24 Oct 89
MONTEREY, CA TO WASHINGTON, DC ANT) RETURN TO MONTEREY, CA
MODE O r "r RANSP3R~ ATiON






7~. MORE ADVANTAGEOUS TO GOVERNMENT
AS DfTTRM'NED 9T APPROPRIATE TRANSPORTATION
orncER tOverteai Travel only/
»l[»G[ REMBUPSEMENT AND PER DIEM LIMITED TO CON
STR„Z T 'VE COS" OP COMMON CARRIER TRANSPORTATION B
RE.A'EC PER DIE" AS DETERMINED in jTR TRAvEl TIME LIMITED
AS IND'CATD iS JTR
13 E] PER 3 iEM AUTHORIZED IN ACCORDANCE WITH JTR













16 REMARKSf^jf i nLS space for special requirements, leave superior o' Jst-class accommodations, excess baggage registration fees, etc)
Registration fee authorized. Advance authorized.
SUBMIT COMPLETED TRAVEL CLAIM TO COMPTROLLER'S OFFICE WITHIN FIVE (*5) CALENDAR DAYS
AFTER COMPLETION OF THIS TRAVEL. FAILURE TO DO SO MAY RESULT IN DEDUCTION OF ALL
TRAVEL ADVANCES RECEIVED ON THESE ORDERS FROM YOUR PAY AND DENIAL OF FUTURE ADVANCES
FOR SUBSEQUENT TRAVEL.
1 7 REQUESTING OFFICIAL (Title and signature)
Tom J. Jones, Supervisory Fiscal Analyst
IB approving OFFiCiAL(Tii> and signeture)

















20. ORDER AUTHORIZING OFF1C1 ALfTttle and signature) OR AUTHENTICATION 21. DATE ISSUEO
22. TRAVEL ORDER NUMBER
N6227190TOAB001
DD,™.\ 1610 l/a 0102 , ' i i "01 NAVY OVTRPWNT JAM 1BTI
Figure 6.6 DD Form 1610 DOD Civilian Personnel Travel Order
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NAME OF TRAVELER_
TRAVELER'S SSN




AB 1701804.1180 000 62271 000179 2D OAB002 622710EAB0C E
AD 1701804.1180 000 62271 000179 2D QAB002 622710QABQR Q
/ L* \
v>
6 DIGITS tfpF UIC/ FY# JO, EXPENSE ELEMENT
^^ NOTE: AA = Per Diem/Misc Exp
OV AB = Transportation (GTR ONLY)
.Cj\^ AC = Advance if required
<q
° AD = Tuition/Conference Costs
ZEROS MUST BE SLASHED ON ACCOUNTING LINES!
"EXAMPLE OF DOD CIVILIAN PERSONNEL TRAVEL ORDER"
Figure 6.7 DOD Civilian Personnel Travel Order Continuation Sheet
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MILITARY TRAVEL
NAVPERS 1320 / TEMADD TRAVEL ORDER
(To be used for active duty members assigned to NPS.)
The name and phone number of the person preparing the travel order should be
entered at the top of the document. See the example provided.
(1) FROM:
SUPERINTENDENT, NAVAL POSTGRADUATE SCHOOL,
MONTEREY CA 93943




Name, rank and branch of service of person traveling. If leave is authorized,
a leave statement should appear in this block.







Date the travel order is prepared.
(7) REF (A)
This block should be used to reference another command's accounting data,
when that command's funds are being used to finance the travel.
EXAMPLE: "ACCOUNTING DATA
RECEIVED 1 OCT FROM NAVOCSYSCMD, MR. GLENN E. EBERLING,
AV# 878-2357."
(8) INDIVIDUAL TRAVEL / GROUP TRAVEL
Check the appropriate box.
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(9) PROCEED ON OR ABOUT
Date of departure.
(10) AUTHORIZED PROCEED ON OR ABOUT
No entry required.
(11) APPROXIMATE NUMBER OF DAYS
Estimated number of days on TDY (leave days should not be included).
(12) ESTIMATED DATE OF RETURN
Date of return to permanent duty station (include any days of leave
authorized).
(13) ITINERARY
Point of departure; residence, i.e. Salinas, Pacific Grove, etc. or NPS, if
applicable.





(15) REASON FOR TRAVEL
(A) Enter "MISSION ESSENTIAL" or "ADMINISTRATIVE".
(B) Enter a precise narrative description of the reason for travel.
(C) State category of travel, i.e., "Site Visit", "Information Meeting", etc.,
per NAVPGSCOL1NST 4650.4B.
(16) AUTHORIZED VISIT SUCH ADDITIONAL PLACES AS MAY BE
NECESSARY
This box applies to the local commuting area of a TAD location.
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(17) FISCAL ACCOUNTING DATA CLASSIFICATION
AA - Per Diem ) If all four lines of accounting
AB - GTR Travel ) are required, type advance line AC
AC - Advance ) in Block 21 - Additional
AD - Registration/Tuition ) Comments and Instructions.
(18) ESTIMATED COST
Transportation - For GTR only.
Per Diem - Per diem rate for TAD area x number of days of TAD, plus one
day per diem for travel time.
Plus: Estimate for rental car ($30/day)
Estimate for taxi ($20/day)
Estimate for POV transportation ($.24/mile)
Misc. Exp. - Registration fees only.
(19) CUSTOMER IDENTIFICATION CODE
Not used by NPS.
(20) ITEM:
Use applicable item number(s) provided in the "Order Supplementary Items"
section shown on the reverse side of the NAVPERS 1320 TEMADD Travel
Order. Attach a supplementary sheet of items to the travel order per
NAVPGSCOLINST 4235.2 CH-1 dtd 22 December 1986 (Order Supplementary
Orders). Ensure Item 38, submission of travel claims, is annotated on all
travel orders.
(21) ADDITIONAL COMMENTS AND INSTRUCTIONS





Leave blank. This must be signed by the Comptroller or designated
Comptroller staff.
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ILMAUU I mill UKUtX
uvr.Rs iro is ,«n »r
MJIBlfJIlWI NAME & TELEPHONE NO. OF TYPIST
1 FROM Superintendent, Naval Postgraduate School
Monterey, CA 93943
2 STANDARD DOCUMENT NO
N6227190TOAB001
3 TO
JONES, TOM, LCDR, USN
4 TANGO NO
TOAB001






7 REF IA! 8 ^_^
~| INDIVIDUAL ~1 MOUH
J thavil 1 1 thavci
9 PROCEED ON OR ABOUT
25 Nov 89
10 AUTHORIZED PROCEED ON OR
ABOUT
II APPROXIMATE NUMBER OF
DAYS 5
12 ESTIMATED DATE OF RETURN
29 Nov 89
13 ITINERARY [Actimy tatviim end Plvcr ptorrs md'.-atrd brio*, 14
pCXJ TtKAOO TlKAOOCON 1 TI«AOOlN»
MONTEREY, CA TO WASHINGTON, DC AND RETURN TO
MONTEREY, CA
13 REASON FOR TRAVEL
MISSION ESSENTIAL






n AUTMOH'ZCO VISIT «UCM ADO'TlONAL
1 1 PLACCS At MAT IF NtCCMA**
17 FISCAL DATA ACCOUNTING CLASSIFICATION
APPROPRIATION





BU CONT j SUB ALLOT i AUTHORIZED









17 SYMl 14 SYMI 13 SYMI 15 SYMI II SYMI 16 SYMI 12 SYMl IS SYM, 112 SYMI
ESTIMATED COST 19 CUSTOMER IDENTIFICATION CODE
TRANSPORTATION
* 410.00 * 530.00 120.00
TOTAL
*1,060.00
20 ITEM rVt* apfstcabit ,iem numbrn as jAo»w om rr*m* i& oj ihujormi
(READ REVERSE AND ATTACHED SHEET TO DETERMINE WHAT NUMBERS ARE APPLICABLE. BLOCK
38, Claim Submission Statement, and supplementary sheet are required.)
"Repor. io a Disbursing Officer within 15 days after complcnon of travel 10 settle your trtvel expenses.
21 ADDITIONAL COMMENTS AND INSTRUCTIONS
ADVANCE AUTHORIZED. REGISTRATION AUTHORIZED. APPROVED:
(Code)
22 SECURITY CLEARANCE.







Is/ COMPTROLLER or designated Comptroller Staff
24 TRANSPORTATION REOUEST/MAC TRANSPORTATION AUTHORIZATION FURNISHED
25 COPY TO' flfKlud* Oprrtlmg Bfdgtr / Jund mantgrr in oil rain;
Figure 6.8 NAVPERS 1320 Military Personnel TEMADD Travel Order
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NAVSO 4650/10 INVITATIONAL TRAVEL ORDER
(To be used for non-government travelers and international students.)
Indicate the name and telephone number of the typist in the upper right hand













Full business name and address.
NAME AND LOCATION OF ACTIVITY ISSUING INVITATION
Enter "Naval Postgraduate School, Monterey, CA 93943".
FROM
Point where travel is to begin.
PROCEED ON OR ABOUT (Date)
Date travel is to begin.
TO
Place of duty. May not always be Monterey.
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FOR APPROXIMATELY
Number of days authorized.
FOR THE PURPOSE OF
Indicate whether "Mission Essential" or "Administrative" and provide a
concise description of the reason for travel.
Indicate all authorizations, i.e., rental car, commercial lodging, etc.
Estimated costs must be broken down by per diem, rental car, registration
fee, and travel cost (if GTR is to be issued).
Enter the phrase "EST. DATE OF RETURN: (Date)".
Provide signature lines for the Department Chairman, Research
Administration (if research funds are to be used), and Fund Administrator.
Indicate on the document that travel advances are not authorized for ITOs
and provide information regarding travel claim submissions.
UPON COMPLETION RETURN TO
Point where travel is to be completed.





Per Diem cost for TDY location.
PART 6
(6) TRANSPORTATION REQUEST NUMBERS:
Not required.
94
Chapter 6 Travel Documents
PART 7
(7) EXPENSES IN THIS ORDER ARE CHARGEABLE TO:
Enter accounting data.
PART 8
(8) THE TRAVEL AUTHORIZED HEREIN HAS BEEN DETERMINED TO BE IN
THE PUBLIC INTEREST
Signature of respective Chairman/Dean or Curricular Officer, if the traveler
is an international student.
FOR THE SECRETARY OF THE NAVY
Enter "By Direction of Superintendent". Leave sufficient space for the
signature of the Comptroller or designated Comptroller staff.
**NOTE** ONLY THE ORIGINAL ITO WITH SUPPORTING DOCUMENTS
NEED BE SUBMITTED.
95
Part II Document Preparation
N>vsO46S0/i0<REV 8 721 DEPARTMENT OF THE NAVY
INVITATIONAL TRAVEL ORDER
S'N 01 01- L F -903-63 1 2 travelo*uerno N6227 190TOAB003







NAME ANO LOCATION OF ACTIVITY tSSJ'NG INVITATION
FROM /ftx/ii -Ar/r <n«t bipil) I 'ROCEEO ON 0" AtOLTT fOutj
ZEROS MUST BE SLASHED ON ACCOUNTING LINES! 17 0CT< gg
TO tDniiMiia*. I FO> »r»«onu«tiv
5
for THtnnirasE Of rr«>,*>~/»rf« ««'«»<*—« £st> ^^ Qf pef^m 21 OCT. 89
(State in detail the purpose of invitation, and if OB funds are used,
the benefit to NFS.)
Code 012
(If research funds are involved.)
"WITHIN S DAYS OF COMPLETION OF TRAVEL, INDIVIDUAL WILL SUBMIT FINAL REIMBURSEMENT




U*0N COMPLETION RETuPN TC ,fX/v.
2 Authority is granted for the performance of the above travel by commercial aircraft, rail, bus. Government operated vehtcie o* aircra't or pr^ateiy owned auto-
mobile You are advised that the policy of the Department of Defense requires thai in using commercial aircraft accommodations seated will be me leas, costly
service which wiM permit satis'actory accomplishment of the mission of :he traveler
3 If the above trave' is performed b> common carrier you will be provided Government Transportation Requests to exchange for earner tickets if D'V-cable. if
Transportation Requests are not provided you, you may travel by common carrier at persona 1 expense Reimbursement for the cost 3f transportation will be .mired
to one of the following (a) the least costly scheduled air service or the lowest cost class of accommodations available at the lime reservation; were made, (b) -ost of
the rail fare and a lower berth or the lowest first class ran accommodation available at the time reservations were made, (ct actua' cost of uornmercial bus fare 1 rens-
ponation taxes paid at persona! expense are also reimbursable tl travel is performed Dy privately owned automobile you will be reimbursed at the app ropnatB
mileage rate, and for bridge, ferry, tunnel, and other highway tolls incurred while in a travel status under this order .rt»accordance vvuh the Joint Tr«*vei Regulations,
Volume 2 The total reimbursement for travel performed by pnvateiy owned auto-nobne will be limi:cd to the cost of travel by the usual mode of common earner
including per diem You will keep a record of speedometer readings and expenditures for tolls for use in submitting »u' trave' expense vouch'
4 Receipts and ticket stubs w;li be required to substantiate your claim for cost of transportation and su 1" ^Q. ni in exce* ^xY/^ -'«pls should also
be obtained for other reimbursable expenses moudng oft>cia' long distance telephone calls. These ' *J&>TljOmined -» ^> >t reimbursement of
I >[ DIEM 'l"MU
t HATE
*. TRANSPORTATION REQUEST NUMIERS " *0 S C ' \j\
\ V i7. EXPENSES IN THIS 0«0€« ARE CHARGEABLE TO
AA 1701804.1180 000 62271 000179 2D OAB003 622710EABTT E
AB 1701804.1180 000 62271 000179 2D OAB003 622710EABTT E
FOR THt SECRETARY Of THE HAW {itgmmruft **4 Ink ol -.ilwumf «//**/'
By Direction of the Superintendent
"EXAMPLE OF INVITATIONAL TRAVEL ORDER"
Figure 6.9 NAVSO 4650/10 Invitational Travel Order
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NAVSO«*S0,'10(REV 8-721




DEPARTMENT OF THE NAVY
IIJViTATIONAL TRAVEL 0R0€B
TRAVEL ORUER NO






1597 Oak Willow Drive, Oakdale, NJ 03305
•USIMC&S ADDRESS
Rand Corp oration, 1829 Dover, Oakdale, NJ 03305
NAME AND LOCATION Of ACTIVITY ISSUING INVITATION
Naval Postgraduate School, Monterey, CA 93963
FROM 'Po**l »*l*rr 4r*rt. btptl
Oakdale, New Jersey




FOB Th£ »»uflP0S£ O' £i«.i(^ow'o'i
EST. DATE OF RET: 24 Oct 89
(State in detail the purpose of invitation. If orders are to be used for inter-
viewing prospective faculty members, it should be stated as the purpose.)
Estimated Cost: Per Diem $455.00
CTR $510.00
Total $965.00
ADVANCES ARE NOT AUTHORIZED ON ITO'S
Code 012
(If research funds are used)
Recommend Approval
Chairman, Cede
WITHIN 5 DAYS OF COMPLETION OF TRAVEL, INDIVIDUAL WILL SUBMIT TRAVEL CLAIM TO COMPTROLLER
OFFICE OR NOTIFY COMPTROLLER THAT NO CLAIM WILL BE SUBMITTED.
UPON COM^LC'lON R£TyBN TO , *>i/K wHf't T*wr Prff",
Oakdale, New Jersey
2 Authority is granied lor the performance o* the above trave' bv commercial aircraft rail, bus. Government operated vehicle e* aircraft c privately owned auto-
mobile Vou a'e advised mat the policy o' the Department of Defense requires thai in using ccmmccie aircraft accommodat.ons selected will be the least costly
service which will permit W-sfactory accomplishment of the mission o' the traveler
3. If the above travel is performer bv common carrier you will be provided Governmeni Transpo r tat<on Requests tc exchange for carrier tickets. ' practicable if
Transportation Requests are not provided you you may travel by common carrier at personal expense Reimbursement for the cost of tranfportation will be limited
to one of the following (a) the least costly scheduled air aervice or the lowrsi cost ciess o' accommodations available at the tirni rese'vationt were maoc lb) -on of
the rail fare and a iowe* Penh or the lowest first class rail accon-^oda -. 0' available at the time reser-vat.ons were made (c) actual cost o' Lomme-ciai bus *dre 1 rartt-
porution taxes paid at persona: e*Dense are also reimbursable If trave- is performed by privately own eg automobile, you will be reimbursed at the appropriate
mileage rate and for bridge ferr> tunne'. and other highway tolls incurred while in a trave 1 status under thil order in accordance wth the Joint Trave! Regulations,
Volume 2 The tota' reimbursement *or travet performed by private y owned automob > w be limited 'o the cost of travel by the uSuai mode of common carrier
including per diem You will xeep a record of speedomcte' readings and expenditures tor to- Is for use in subm.tting your travel exoense voucher
4 Receipts and ticket stubs will be required to substantiate your claim for cost o f transportation and sjbsr.te'.ce for items m excess o 1 $1 5.00 Receipts should alto
be obtained for other reimbursable expenses, including official long distance telephone calls. These receipts will be submitted wifli your claim for reimbursement of
expenses
a. efo oay* et« die*
» 92.gg «*T«
> cwr am** • * <> mm. im >. i^/b w> CeiOO7a*0Cai0< 2a. mi
4V TRANSPORTATION REQUEST NUMBERS
7. EXPENSES IN THIS OAOER ARE ChapCUIJ TO
• Jf..-IVJ to ft* * "» p-t-i* tAH -OS THE SECRETARY O' THE MAW itfSJtWOM •«* l"*r •/•* i Aorta «v offk*l<
By Direction of the Superintendent
Figure 6.10 NAVSO 4650/10 Invitational Travel Order
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FUND CITE AUTHORIZATIONS
Form letters for civilian and military travelers are available from the Travel Desk
in the Comptroller's office. Submit the original Fund Cite with the Travel Request Forn
Include the name and telephone number of the typist in the upper right hand corner of
the Travel Request Form.
FROM: Standard Entry.







Enter military rank or civilian title/wage grade.
AV and/or COM Phone No.:
AUTOVON or Commercial telephone number.
From / To / Return to:
Point of departure; residence, i.e., Salinas, Pacific Grove, etc. or NPS, if applicable.
Temporary duty location(s). TDY locations only; connecting points not required.
Point of return.
Date(s) of Travel:
Indicate departure date through date of return.
Purpose:
Enter "MISSION ESSENTIAL" or "ADMINISTRATIVE".
Enter a precise narrative description of the reason for travel.
State category of travel, i.e., "Site Visit", "Information Meeting", etc. per
NAVPGSCOL1NST 4650.4B.
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PART 2
2. "Travel orders are to be issued with a date of . Reference
(a)..."
Enter the effective date of the obligation in the space provided.
PART 3
3. Standard Entry.
NOTE** FUND CITES MUST BE SIGNED BY THE COMPTROLLER OR
DESIGNATED COMPTROLLER STAFF. SIGNED ORDERS WILL BE
RETURNED TO ORIGINATING DEPARTMENT FOR MAILING/FAXING TO
THE TRAVELER'S ACTIVITY. THE ORDER ORIGINATING DEPARTMENT
IS RESPONSIBLE FOR OBTAINING TRAVEL ORDERS, GTR ITINERARY
AND SETTLEMENT VOUCHERS FOR COMPTROLLER FILES.
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DEPARTMENT OF THE NAVY
NAVAL POSTGRADUATE SCHOOL
MONTEREY CA 93943 5000 IH RCTLY REFER TO
NC4(002)
From: Superintendent, Naval Postgraduate School
To:
Subj : FUND CITE AUTHORIZATION FOR CIVILIAN EMPLOYEE
Ref: (a) NAVPGSCOLINST 4650. 4B CH-1
1. You are hereby authorized to cite the following accounting
data for the official travel of:
Name/SSN:
Title/Grade:
AV and/or COM Phone No.:




























Per Diem (Incls. Car Rental)
Transportation (GTR Only)








2. Travel orders are to be issued with a date of
Reference (a) requires that a claim be submitted within five
days after return of travel. It is requested that two (2)
copies of the travel order be forwarded to the Superintendent,
Attn: Code 002T, Naval Postgraduate School, Monterey, CA 93943
PRIOR to date of travel and one copy of the paid voucher plus GTR
itinerary be forwarded immediately upon settlement of claim.
3. Point of contact at the Naval Postgraduate School is Travel
Clerk, AV 878-2843/COM 408-64 6-2843.
By direction
Figure 6.11 Fund Cite Authorization for Civilian Employee
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DEPARTMENT OF THE NAVY
NAVAL POSTGRADUATE SCHOOL
MONTEREY CA 93943 5000 IN REPLY REFER TO
NC4(002)
From: Superintendent, Naval Postgraduate School
To:
Subj : FUND CITE AUTHORIZATION FOR MILITARY MEMBER
Ref: (a) NAVPGSCOLINST 4650. 4B CH-1
1. You are hereby authorized to cite the following accounting
data for the official travel of:
Name/SSN:
Title/Grade:
AV and/or COM Phone No.:

























IT SYMI 14 SYMI 3 SYMI 13 SYMI II SYM
_






Per Diem (Incls. Car Rental)
:
Transportation (GTR Only)








2. Travel orders are to be issued with a date of
Reference (a) requires that a claim be submitted within five
days after return of travel. It is requested that two (2)
copies of the travel order be forwarded to the Superintendent,
Attn: Code 002T, Naval Postgraduate School, Monterey, CA 93943
PRIOR to date of travel and one copy of the paid voucher plus GTR
itinerary be forwarded immediately upon settlement of claim.
3. Point of contact at the Naval Postgraduate School is Travel
Clerk, AV 878-2843/COM 408-646-2843.
By direction
Figure 6.12 Fund Cite Authorization for Military Member
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GROUP TRAVEL
(COST)
If a single DD-1320 TEMADD Travel Order is to be used for group travel, submit
the following documents to the Comptroller's office for processing:
Travel Request Form (Name: Per Attached List).
Original set of travel orders (see sample).
List of all persons included in the group travel (two complete
copies of the list).
One copy of the Supplementary Item Sheet.
A Passenger Reservation Request, if applicable.
In addition to the package mentioned above, for each traveler submit the following
for the Comptroller's signature:
3 photocopies of the group travel order with 1 copy stamped
'^ORIGINAL". Write or type the traveler's name and travel order number
(Tango Number) in the upper right hand corner of each of the three
travel order copies.
3 copies of the page from the group's list of names which contains
the individual traveler's name. Use an asterisk or arrow to distinguish
the individual concerned from the other names provided on the list.
When the copies have been signed by the Comptroller, they will be returned to the
originating office for issue to group travel members.
EXAMPLE OF LIST OF NAMES FOR COST GROUP ORDERS
A separate accounting line and serial number is required for each individual
traveler.
ANDERSON, DAVID M., LT/USN SSN:
(Accounting Citation) (Estimated Cost)
Example:
AA 1701804.1180 000 62271 000179 2D OAB001 622710EABOM E
BALLINGER, CYNTHIA J., LT/USN SSN:
(Accounting Citation) (Estimated Cost)
CAMERON, CHARLES B., LT/USN SSN:
(Accounting Citation) (Estimated Cost)
"RENTAL CAR AUTHORIZED"
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TDUM TIAYU WK1
Mfftn'3 un »c
EXAMPLE FOR COST GROUP ORDERS
I rnou
SUPERINTENDENT, NAVAL POSTGRADUATE SCHOOL, MONTEREY CA 93943
2 STANDARD DOCUMENT NO
PER ATTACHED LIST
3 TO 4 TANOO NO
PER ATTACHED LIST
PER ATTACHED LIST OF




7 REF IAI •
1 1 IM»ll &£j^ T«»»| k
PROCEED ON OR ABOUT 10 AUTHORIZED RROCEEO ON OR
AIOUT
II APPROXIMATE NUMBER OF
DAYS
12 ESTIMATED OATE OF RETURN
13 ITINERARY Mr r «r«.;-«-i t*4 PMr»/>i«m «*>M »«o»j 14
13 REASON FOR TRAVEL
IS
.
| iuTHMiHDviliT IwCh »DO'TiO>t«k
FISCAL DATA ACCOUNTING CLASSIFICATION
APPROPRIATION OBJECT
























20 ITEM '.ww>«iN-wi'««»niJi*(i*»nifnfh**, .id 'i>-.
7,11 (QTRS ONLY), 38
"Report io a Diiburilng Officer wuhin I J day* if let complehon of iravtl 10 veiile your I ravel ejperue-i "
21 ADDITIONAL COMMENTS ANO INSTRUCTIONS
SUBMIT COMPLETED TRAVEL CLAIM TO COMPTROLLER'S OFFICE WITHIN 10
CALENDAR DAYS AFTER COMPLETION OF TRAVEL. FAILURE TO DO SO MAY RE-
SULT IN DEDUCTION OF ALL TRAVEL ADVANCES RECEIVED ON THESE ORDERS
FROM YOUR PAY AND DENIAL OF FUTURE ADVANCES FOR SUBSEQUENT
22 SECURITY CLEARANCE






24 TRANSPORTATION REQUEST, MAC TRANSPORTATION AUTHORIZATION FURNISHED
23 COPY TO. d»ct,m J—-»..«< ».4i - •-— - -1 » - « o~x.
Figure 6.13 Group Travel Orders (Cost)
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GROUP TRAVEL
(NO COST)
For group travel at no cost to the government, forward the following documents to
the Comptroller Department for processing:
Original set of group travel orders (see sample).
2 copies of group's list of names.
1 copy of the Travel Request Form.
EXAMPLE OF LIST OF NAMES FOR NO COST GROUP ORDERS
ANDERSON, DAVID M., LT/USN SSN:
BALLINGER, CYNTHIA J., LT/USN SSN:
CAMERON, CHARLES B., LT/USN SSN:
DEE, SUZANNE M., LT/USN SSN:
ETTER, RAYMOND W., 1LT/USMC SSN:
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fDUMTWUDWH
umr. '3 ujfT to
EXAMPLE FOR NO COST GROUP ORDERS
1 "
OM SUPERINTENDENT, NAVAL POSRGRADUATE SCHOOL
MONTEREY, CA 93943
2 STANDARD DOCUMENT NO
N/A
J TO 4 TANOO NO
N/A
PER ATTACHED LIST 9 S6N/DESIGNATOR
PER ATTACHED I.TST
• OATC
7 rep iai s
"] IWOrVI&UAl ~] OBOU'
1 1
»«A»n lOQC ,"" ,t
8 PROCEED ON OR ABOUT 1 10 AUTHORIZED PROCEED ON OR II APPROXIMATE NUMBER OP
ABOUT OATS
1 1
11 ESTIMATED DATE OP RETURN
13 ITINERARY f^ni. l ir'M>i«ni'kfflirr
c T, " A°° n TIMADOCOM D CMAOO'w*
13 REASON FOR TRAVEL
*w T -O«.II0 VftlV tWCN tOO T'ON*t
•Utfll Aft HA* It NlCCIIilf
17 PISCA L OA-A ACCO-NTiNG CLASSI 'ICATlON
APPROPR.ATION

















17 STMl 14 STMI IJ SYMI 13 STMl 1 II STMi l« STMI








ESTIMATED COST IB CUSTOMER I0ENTIPICATION CODE
TRANSPORTATION PER DIEM MISC EXP TOTAL
20 ITEM ,;»»w.,i»..f-<.««<nii*i.
4,7
"Repon 10 • Disbursing Officer wuhm 1 5 diyi »fier complenon of irivcl lo Kt lie your irivel tipenin
21 ADDITIONAL COMMENTS AND INSTRUCTIONS
THIS AUTHORIZATION IS ISSUED WITH THE UNDERSTANDING THAT YOU WILL n
NOT BE ENTITLED TO REIMBURSEMENT FOR TRANSPORTATION, PER DIEM OR
MISCELLANEOUS EXPENSES IN CONNECTION THEREWITH. IN CASE YOU DO NOT
DESIRE TO PERSONALLY BEAR THIS EXPENSE, YOU WILL CONSIDER THIS
AUTHORIZATION CANCELLED"
22 SECURITY CLEARANCE







24 TRANSPORTATION REQUEST MAC TRANSPORTATION AUTHORIZATION PUMNIIHCD
>R <-<->PV TO ,/!>«. lkw»» > -a. m • - - —
^
Figure 6.14 Group Travel Orders (No Cost)
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AMENDMENTS TO TRAVEL ORDERS
Travel orders may be amended either by (1) memorandum or (2) Amended Travel
Orders.
(1) Memorandum:
If there is no change to the estimated cost of the original order, a memorandum
will suffice. Be sure to attach a copy of the original travel order to the memo.
EXAMPLE:
From: Chairman, Code xx
To: OIC, PSD
Via: Comptroller, Code 002
SUBJ: Amendment to Travel Order
Ref:(a) Standard Document No.
Name of Traveler
Dates of Travel
1. Description of change.
(i.e. travel dates, authorizing leave at TDY point, etc.)
(2) Amended Travel Orders:
Amended Travel Orders are required for amendments that increase or decrease the
estimated amount on the original orders.
Only the amount of the increase/decrease should be reflected on the amendment,
supported by an appropriate line of accounting data (AA if per diem, AB if transportation
etc). Estimated costs appearing on the original orders will not be repeated on the
amendment; i.e., if the original orders show an amount in the Transportation Block, and
this amount is not being changed, it should not appear on the amendment.
The "total" amount shown on the amendment will reflect the total indicated on the
original order plus or minus the increase/decrease.
Clearly define the reason for the amendment in the remarks section.
EXAMPLE
Orders are amended to: Include another stop in the itinerary.
Authorize rental car.
Increase amount of registration.
Etc.
106
Chapter 6 Travel Documents
Travel orders are to be completed as follows:
DD-FORM 1610 Civilian Travel Orders.
Complete blocks 1-11. Any changes to these blocks must be reflected on the
amendment. If there are no changes, the same information must be repeated.
Block 7 will read "AMENDMENT TO N622719xTOxxxxx."
NAVPERS 1320 Military Travel Orders.
Complete blocks 1-15. Any changes to these blocks must be reflected on the
amendment. If there are no changes, the same information will be repeated. Block
2 will read "AMENDMENT TO N622719xTOxxxxx."
NAVSO 4650/10 Invitational Travel Orders.
Complete blocks 2-11. Any changes to these blocks must be reflected on the
amendment. If there are no changes, the same information will be repeated. Block
2 will read "AMENDMENT TO N622719xTOxxxxx."
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CANCELLATIONS
It is the responsibility of the department originating the travel orders, to notify the
following offices when the orders have been cancelled:
1. Comptroller Department, in all instances.
2. Personnel Support Detachment, when a travel advance or airline
tickets have been requested.
3. Research Administration Office, when research funds are involved.
With per diem only requests, send the original travel orders and a cancellation
memo to the Comptroller Travel Clerk (Code 002T). Forward a copy of each document to
Research Administration, if research funds have been obligated.
When airline tickets and/or a travel advance have been requested, send the original
documents and an additional copy of the cancellation memo to Code 002T, via the PSD
Travel/Transportation Supervisor. Forward copies of the documents to the Research




Via: PSD Travel/Transportation Supervisor
SUBJ: CANCELLATION OF TRAVEL ORDER
Ref:(a) Standard Document Number
Name of Traveler
Date(s) of Travel
Copy to Code 012 when research funds are involved.
If a travel advance check or airline ticket has already been picked up, it must be
returned with the cancellation memo and original travel orders to the PSD
Travel/Transportation Supervisor.
If a check for advance travel has already been cashed, a check in the amount of
the advance, made out to the "Treasurer of the United States", must be submitted to the
PSD Travel/Transportation Supervisor, together with the original orders and cancellation
memorandum.
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LOCAL TRAVEL OF LESS THAN 10 HOURS
INVOLVING NO PAYMENT OF PER DIEM
For local area travel involving:
1. a privately owned vehicle (POV),
2. total travel time (including stopover) less than 10 hours,
3. and no payment of per diem;
Reimbursement of mileage expense and associated fees, i.e., toll bridges, parking,
etc., may be claimed on a SF-1164 Claim for Reimbursement. The mileage rate for local
travel (effective 9/17/89) is $0.24.








Verbal authorization, from officials designated in NAVPGSCOLINST 4650.4B, is
required prior to commencement of travel.
The first choice of all official travel must be by government vehicle. No later than
one working day prior to commencing travel, the traveler must contact the motor pool and
request a vehicle reservation. Non-availability of a government vehicle is justification for
privately owned vehicle reimbursement. Cite the date and time of the phone call to the
motor pool, as well as the purpose of the trip, on the SF-1164 (see sample).
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Figure 6.15 SF 1164 Claim for Reimbursement for Expenditures on Official Business
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TRAVEL CLAIMS
DD-FORM 1351-2 TRAVEL VOUCHER
OR SUB-VOUCHER
Travel claims must be submitted to the Comptroller's office, Code 002T, within five
calendar days following completion of travel.
It is preferred that claims be typed; if handwritten, use black, or blue ink, and
press hard enough to ensure that all copies are legible. Staple all required documents to
the travel claim form. It is the traveler's responsibility to ensure the completeness of the
travel claim.
The following is a list of items required for travel reimbursement:
DD-FORM 1351-2 Travel Claim.
Original and two (2) copies of travel orders with legible signatures.
Original and one (1) copy of all receipts, i.e., rental car, gas receipts
for rental cars, lodging, and any other expenses of $25.00 or more.
Do not include charge card receipts.
Original and one copy of official GTR endorsement. These are
attached to original orders when ticketed by the PSD Transportation
Office - do not detach them from the original orders. Return all
unused airline tickets for a refund with the white passenger coupon
and an additional copy of the orders for proper credit.
Original and two (2) copies of all endorsements, i.e., government
quarters, etc. Note: Regarding ITOs, an endorsement from the
billeting officer must be on the original orders certifying the
availability/non-availability of government quarters.
Original and 1 copy of lost receipt statement, if applicable.
Block 9 of the DD 1351-2: owner/operator must be checked to
receive POV mileage.
Official phone calls must be listed as official and highlighted for the
Comptroller's signature.
The "Brief Sheet for Military/Civilian Travellers on Official Orders", is attached to
all travel orders by the Personnel Support Detachment and provides guidelines to be
followed in preparing a travel claim. The following guidance will assist in completing the
DD Form 1351-2 (refer to Figures 6.15 and 6.16):
A. Check Mailing Address.
Home address (be sure to include zip code); Department Code/SMC, NPS,
Monterey, CA 93943
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B. Prior Travel Payments or Advances.
Include all advances received.
C. Itinerary.
The itinerary on the claim must be in agreement with the itinerary on the
orders, i.e., those locations marked "TD" (temporary duty) under "Reason For
Stop" must appear in the itinerary on the travel order.
Show hours and dates for all authorized stops, including stops that required
a change in mode of travel. This does not include brief stops at airports to
change planes.
Complete "Mode of Travel" and "Reason for Stop" blocks. Abbreviations are
shown in 25a and 25b on the reverse side of the claim form. The following
is a listing of commonly used codes:
PA - Private Automobile.
TP - Commercial air obtained from PSD Transportation.
CP - Commercial air purchased at own expense (must be authorized
in advance via memo to PSD).
GP - Government transportation, i.e., scheduled military flights.
D. Reimbursable Expenses.
List all expenses incurred that do not involve lodging and meals. Only the
expenses authorized on the travel orders will be reimbursed, e.g., registration
fee, rental car and gas, taxi, etc.
E. Long distance telephone calls.
Indicate the dollar amount claimed and highlight it for the Comptroller's
signature. The claim must be substantiated by a statement indicating that
the call(s) were for official business. The call(s) origin and destination, date
and cost must be clearly indicated.
F. GTR.
Ensure that the GTR cost, as shown on the GTR endorsement attached to
the orders, is entered in this block.
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G. POC Travel.
The "OWNER/OPERATOR" block must be checked to receive POV
mileage (includes automobile, motorcycle, plane, etc.).
H. Signature of Claimant.
Must be signed and dated.
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TRAVEL VOUCHER OR SUSVOUCHUR
SAMPLE TRAVEL CLAIM FOR CONUS TRAVEL S/N 0102-LF-0U-28O3
»[*d nivAcr act nsnucHT ok ifnut »»w ro CQunrrmc run rom
E>
L»T MAUl FIRST RSJSE MIOOlI IMTTUL (Fnu/Tyt*)
JMITH, JOHN R
hCO UAJUHO ADOREM tlmcl.lt &f Ct>4r)
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Al 212 OF 23 APR 87 NPS MRY CA
P»aO« TRAV*. P4YVIEWTS OR ADVANCES UNOCB TMCSi OR0t*m Tdmnrni DO YtmKmti Urn. Out Wirml
*Urr Mil •' 00 itmti— ,io 1/ ttmt !• /Mi'J
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( 10) MOTORCYCLE M
X
REASONS FOR STOPS
(1) AWAITING TRNSFN AT
(2) LEAVT EN ROUTE »-V
(J) MISSION COMPLETE *C
(4) AUTHORJZED DELAY AD
(5) TEMFORAAY DUTY TO
DD ™. 1351-2 COITION Of I JUL as WILL HC USCO UNTIL EXHAUSTED firrp'lM • V 1011 ••/ 1011,I**rmwr4 *y HAMS CU Afr>l l*'l
Figure 6.16 DD Form 1351-2 CONUS Travel Claim
114
Chapter 6 Travel Documents






Cost centers use several forms to document and approve labor. These include:
(1) NDW-NRFC 7410/17 Time Card.
(2) NDW-NRFC 7410/17A Labor Card.
(3) NDW-NRFC 12600/1 T&A Overtime Certification Authorization.
(4) NAVEXOS-4377 Overtime Request and Authorization.
(5) Bi-Weekly Report of Hours Worked.
(6) SF-71 Application for Leave.
(7) Faculty Employment Certification Memo.
Faculty Employment Certification Letter.
(8) SF-50 Notification of Personnel Action.
(9) SF-52 Request for Personnel Action.
References.
(1) NRFCWASHINST 7410.3A
Recording and Reporting Attendance/Leave of Civilian Employees.
(2) Department of the Navy, Office of Civilian Personnel Management;
Managing To Payroll Desk Guide.
(3) SECNAVTNST 12510.9
Delegation of Position Classification Authority and Position
Management Responsibility Consistent with Payroll Management.
Document Description.
NDW-NRFC 7410/17 Time Card.
(Figures 7.1 through 7.24
The NRFC 7410/17 is the official document for reporting and recording the
attendance and leave taken by civilian employees.
NDW-NRFC 7410/17A Labor Card.
(Figure 7.2)
The labor card is used to report labor exceptions and work performed under other
job order numbers. Most employees perform their routine work under a specific job order
number. If they are required to perform work which is not routine, let's say they are
temporarily reassigned to another department, then a labor card must be submitted
showing the number of hours worked under the different job order number. Notice that
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the labor card has a provision for several job order numbers, while the time card does
not.
NDW-NRFC 12600/1 T&A/Overtime Certification Authorization.
(Figure 7.25)
This form is used for submitting the names of persons authorized to approve and
certify Time Cards, Labor Cards and Overtime Requests. Authorization authority must b<
on file at the FIPC before personnel can approve or certify these documents.
NAVEXOS 4377 Overtime Request and Authorization.
(Figures 7.26 & 7.27)
This form is used to authorize overtime for NPS employees. The form must be
submitted to the Payroll and Timekeeping Division prior to overtime work actually being
performed. Justification must also be provided for overtime labor.
Bi-Weekly Report of Hours Worked.
(Figure 7.28)
The Bi-Weekly Report of Hours Worked is an internal memo used by employees to
indicate the hours worked during a particular pay period. The report is submitted to the
department timekeeper, who uses the information to prepare the time and labor cards.
SF-71 Application for Leave.
(Figures 7.29 & 7.30)
The Application for Leave is used when an employee requests leave, or when leave
was taken and the employee was unable to initial the T&A Card beforehand. For sick
leave exceeding three days, a supporting statement from the attending physician must be
attached to the SF-71. If the SF-71 and statement are not submitted by the individual
concerned within two pay periods following the sick leave, a supplemental T&A Card mus
be submitted to the FIPC (NRFC), changing Sick Leave to Annual Leave or Leave
Without Pay (LWOP).
Faculty Employment Certification Memo/
Faculty Employment Certification Letter.
(Figures 7.31 & 7.32)
This document is prepared by each department and indicates the number of hours
department faculty members work during a particular pay period. The form also
documents whether hours worked should be charged to direct funds, direct funded
research, or reimbursable research accounts. The completed memo is sent to the
Academic Planning Department, who prepare a Faculty Employment Certification Letter.
(The Faculty Employment Certification Letter consolidates the information provided on the
memo). The letter, together with the departmental memos, is then forwarded to the
Payroll and Timekeeping Division where it is used to prepare labor
cards for each faculty member. When the faculty labor cards are completed, the letter
and labor cards are mailed to the FIPC for settlement.
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SF-50 Notification of Personnel Action/
SF-52 Request for Personnel Action.
(Figures 7.33, 7.34, & 7.35)
A Notification of Personnel Action (SF-50) is the official document used to record
new employee hires, promotions, grade increases, transfers, resignations, or any action
that would change a payroll status. The SF-50 also notes the employees' annual salary
for all GS, GM, and faculty; and the hourly wage rate for WG employees.
A Request for Personnel Action (SF-52) is an internal personnel action form
submitted by the departments, via the Comptroller, to the Civilian Personnel Office (CPO)
to generate an official Standard Form 50.
If an employee experiences a change in employment status, a Standard Form 52 is
submitted to the CPO to update official (FIPC) and local employment records. The
Payroll and Timekeeping Division check for sufficient line manager funds to accommodate




1. After receipt, review all preprinted Time Cards for accuracy.
2. Ensure all new employees have a Time Card (note: it takes two pay periods to
receive a preprinted card for new employees).
3. Do not leave cards in an open area.
4. Record time and attendance on the Time Cards (and Labor Cards when required)
for assigned employees. You may have each employee maintain an individual time
sheet, then transfer the information to the original Time Card or maintain the
original Time Cards on a daily basis, whichever is preferred.
5. Record entries on Time Cards in black ink only.
6. Erroneous entries on Time Cards must be corrected by drawing a red line through
the incorrect entry and then writing in the correct entry. Do not obliterate the
original entry. Under no circumstances must erasures, white-out, correction
tape/fluids be used on this document.
7. Time Cards must be signed only by those individuals authorized to certify Time
Cards. Under no circumstance is a facsimile signature stamp permitted.
8. Ensure all entries for pay and leave are recorded correctly.
9. Account for all leave, overtime, and compensation (comp) time, and verify the cards
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with the original requests/supporting documents.
10. Clip required supporting documentation to the Time Card and hand carry them to
the Timekeeping Division by the required deadline.
11. Serve as a liaison for your departments pay problems; provide a copy of the
employee's Time Card and Leave and Earnings Statement (LES) for the pay period
in question. Write a brief note describing the problem.
12. If an employee is having problems with any of the items listed below, have the
employee go to Civilian Personnel Office (CPO) and obtain a copy of the document
pertaining to that item. The employee must bring the document and his/her most
recent LES to the Timekeeping Division, where an attempt will be made to rectify
the pay problem. The Timekeeping Division does not maintain copies of the forms
listed below. The only documents received by the Timekeeping Division from the










Note: If an employee has not received his/her LES, the department timekeeper
must request a duplicate no later than Thursday or Friday (10:00 am) of the pay
week. The employees name, ID number, and home address must be provided.
Document Preparation.
The majority of NPS timekeeping and payroll documents are relatively straight
forward to complete, with most of the entries being self-explanatory in nature. This
section provides examples and guidance for the following documents (Time and Labor Care
codes may be found in Appendix H):
Time Card - Required Entries
(Figure 7.1)
Time and Labor Card - Example
(Figure 7.2)
Time Card - New Employee
(Figure 7.3)
Time Card - Separated Employee
(Figure 7.4)
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Time Card - Part Time and Intermittent Schedules
(Figure 7.5)
Time Card - Regular and Flextime Schedules
(Figure 7.6)
Time Card - Holiday Leave
(Figure 7.7)
Time Card - Comparison of Regular to Supplemental
(Figure 7.8)
Time Card - Traumatic Injury
(Figure 7.9)
Time Card - Annual Leave
(Figure 7.10)
Time Card - Sick Leave
(Figure 7.11)
Time Card • Advanced Annual Leave and Advanced Sick Leave
(Figure 7.12)
Time Card - Compensatory Time
(Figure 7.13)
Time Card - Military Leave
Standard Form 71 Application for Leave
(Figure 7.14)
Time Card - Court Leave
Standard Form 71 Application for Leave
Court Summons
Certification of Jury Duty
Payment for Jury Duty and Personal Check for Excess Per Diem
(Figures 7.15, 7.16, & 7.17)
Time Card - Leave without Pay (LWOP)
(Figure 7.18)
Time Card - Overtime
(Figure 7.19)
Time Card - Environmental Premium
(Figure 7.20)
Time Card - Holiday Work
(Figure 7.21)
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Time Card - Sunday Work
(Figure 7.22)
Time Card - Night Differential
(Figure 7.23)
Time Card - Fire fighters
(Figure 7.24)
NDW-NRFC 12600/1 T&A/Overtime Certification Authorization:
(Figure 7.25)
NAVEXOS 4377 Overtime Request and Authorization:
(Figures 7.26 & 7.27)
Bi-Weekly Report of Hours Worked
(Figure 7.28)
SF-71 Application for Leave:
(Figures 7.29 & 7.30)
Faculty Employment Certification Memo/
Faculty Employment Certification Letter:
(Figures 7.31 & 7.32)
SF-50 Notification of Personnel Action/
SF-52 Request for Personnel Action:
(Figures 7.33, 7.34, & 7.35)
Note: The NPS Civilian Personnel Office is currently
developing a handbook for preparing the SF 52 - Request
for Personnel Action. Appendix I, a SF 52 guide prepared
for Point Hueneme, should be of some benefit in the
interim.
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CODE 72 - SICK LEAVE
HOLIDAY IS ANNOTATED IN THE
IN AND OUT COLUMN
OVERTIME MUST BE REFLECTED
IN THE IN AND OUT COLUMN
•DAILY IN AND OUT TIMES ARE NOT
REQUIRED AS LONG AS HOURS WORKED
ARE WITHIN THE NORMAL TOUR OF
DUTY HOURS THIS IS CALLED AN
EXCEPTION TO THE REGULAR WORKINC
nniiRR_
Figure 7.1 Time Card: Required Entries
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-FILL OUT A LABOR CARD ONLY IF LABOR
IS TO BE CHARGED TO A JOB ORDER OTHER THAN
THE "HOME" PRODUCTIVE JOB ORDER.
- THE LABOR CARD IS FOR PRODUCTIVE HOURS
ONLY, NOT LEAVE HOURS. TIMECARD EXAMPLE
PROVIDED INDICATES 16 HOURS ANNUAL AND 8
HOURS OF HOLIDAY, WHICH LEAVES 56 HOURS OF
PRODUCTIVE (WORKING) HOURS.
- FOR LABOR CARD USE CODE 01 FOR REGULAR
HOURS AND CODE C FOR OVERTIME.
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Figure 7.2 Time and Labor Card Comparison
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EXAMPLE OF A NEW EMPLOYEE
Figure 7.3 Time Card: New Employee
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EXAMPLES OF SEPARATED EMPLOYEES
Figure 7.4 Time Cards: Separated Employees
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EXAMPLES OF PART TIKE AND
INTERMITTENT SCHEDULES
Figure 7.5 Time Cards: Part Time and Intermittent Schedules
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Figure 7.6 Time Cards: Regular and Flextime Schedules
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EXAMPLE OF HOLIDAY LEAVE
Figure 7.7 Time Card: Holiday Leave
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TOUR Of DUTY EMPLOYEE NUMBEF
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EXAMPLE OF SUPPLEMENTAL TIMECARD
- A SUPPLEMENTAL TIMECARD IS A CORRECTION TO A TIMECARD.
- REFLECT THE PAY PERIOD DATE YOU ARE CORRECTING AND ENTER
ONLY THE DAYS IN WHICH REQUIRE CORRECTION.
- SUBMIT ALL SUPPLEMENTAL TIMECARDS NLT 1200 ON THE FIRST MONDAY
FOLLOWING THE PAY PERIOD ENDING DATE, EX: PPE 09/09/89 SUBMIT
SUPPLEMENTS ON 09/11/89. TIMEKEEPING MUST TELEFAX ALL SUPPLEMENTALS
BY COB ON THAT MONDAY.
Figure 7.8 Time Cards: Regular and Supplemental
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EXAMPLE OF TRAUMATIC INJURY: (INJURY STATUS) TIMECARD CODE IS 68
- TRAUMATIC INJURY IS BASED ON A 45 CALENDAR DAYS ENTITLEMENT PER INJURY
IF SATURDAY AND SUNDAY FALL WITHIN THE PERIOD OF ABSENCE, THEY ARE COUNTED AS*
PART OF THE 45 CALENDAR DAYS.
- THE DAY OF INJURY IS NOT CHARGED OR CHARGED TO ADMINISTRATIVE LEAVE.
- A COPY OF THE CA-1 FORM (PROCESSED IN CPO) MUST BE SUBMITTED WITH THE
FIRST TIMECARD SUBMITTED REPORTING THE INJURY.
Figure 7.9 Time Card: Traumatic Injury
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EXAMPLE OF ANNUAL LEAVE: TIMECARD CODE 71
-
ANNUAL LEAVE IS TIME OFF AT FULL PAY WHICH IS CRANTED FOR ABSENCES FROMOFFICIAL DUTY OCCURRING WITHIN A REGULAR TOUR OF DUTY.




LEAVE MUST BE INITIALED BY EMPLOYEE ON THE TIMECARD OR ANAPPROVED SF-71 (APPLICATION FOR LEAVE) MUST BE SUBMITTED.
ANNUAL LEAVE IS CHARGED IN WHOLE HOURS.
Figure 7.10 Time Card: Annual Leave
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EXAMPLE OF SICK LEAVE: TIMECARD CODE IS 72
-
SICK LEAVE IS TIME OFF AT FULL PAY WHICH IS GRANTED TO EMPLOYEES FORABSENCES RELATED TO ILLNESS, INJURY OR MEDICAL CARE.
- SICK LEAVE ML' ST BE INITIALED BY EMPLOYEE ON THE TIMECARD OR ANAPPROVED SF-71 (APPLICATION FOR LEAVE) MUST BE SUBMITTED.
-
A LEAVE SLIP MUST ALWAYS BE SUBMITTED FOR SICK LEAVE IN EXCESS OF THREECONSECUTIVE DAYS. ALONG WITH A DOCTOR'S NOTE.
- SICK LEAVE IS CHARGED IN WHOLE HOURS.
Figure 7.11 Time Card: Sick Leave
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EXAMPLE OF ADVANCED SICK LEAVE: CODE 74
- AN APPROVED SF-71 (APPLICATION FOR LEAVE) AND APPROVED MEMORANDUM (AND DOCTOR'S
NOTE, IF REQUESTING ADVANCED SICK LEAVE) MUST BE SUBMITTED WITH TIMECARD.
- FOR ADVANCED ANNUAL AND ADVANCED SICK LEAVE, SEE/CALL JACKIE RHODES, LABOR
AND EMPLOYEE RELATIONS, CPO, X3055, FOR INSTRUCTIONS/GUIDELINES PERTAINING TO THE
AUTHORIZING OFFICIALS AND MEMORANDUM FORMAT.
- ADVANCED ANNUAL/ADVANCED SICK LEAVE MUST BE APPROVED PRIOR TO TIMECARD SUBMISSION.
Figure 7.12 Time Cards: Advanced Annual & Advanced Sick Leave
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TOUR OF DUTY
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COMPENSATORY TIME: IIMECARD CODES 75-EARNED and 76-USED
- COMPENSATORY TIME IS APPROVED ADDITIONAL WORK TIME FOR WHICH NO PAY
rrT^r^c'P'
IT l% CREDITED T0 A SPECIAL LEAVE-TYPE ACCOUNT FOR THE EMPLOYEE'S
f uTLRE u S E
.
-
THE SAME LIMITATIONS WHICH APPLY TO OVERTIME ALSO APPLY TO COMPENSATORY
TIME. AN APPROVED OVERTIME/ COMPENSATORY TIME AUTHORIZATION FORM (NAVCOMPT 2262)
MUST BE SUBMITTED. (EXAMPLE ON PACE 15 ).
-
THE MAXIMUM AMOUNT OF COMPENSATORY TIME THAT AN EMPLOYEE MAY ACCUMULATE
IS 80 HOURS. BALANCES OVER 80 HOURS CONVERT TO OVERTIME WITHIN THE PAYROLL
PROCESSING.
- COMPENSATORY TIME USED MUST BE INITIALED BY EMPLOYEE OR AN APPROVED SF-71MUST BE SUBMITTED.
- COMPENSATORY TIME EARNED AND USED IS CHARGED IN WHOLE HOURS.
Figure 7.13 Time Card: Compensatory Time
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MILITARY LEAVE : TIMECARD CODE 7 7
- RESERVE MEMBERS ARE ENTITLED UP TO 15 DAYS OF
MILITARY LEAVE DURING EACH FISCAL YEAR.
- EMPLOYEES ARE ENTITLED TO MILITARY LEAVE WHILE
SERVING ON ACTIVE DUTY OR ACTIVE DUTY TRAINING, BUT
IS NOT ENTITLED TO MILITARY LEAVE TO ATTEND WEEKEND
DRILLS OR TO ATTEND TRAINING WHILE IN AN INACTIVE
DUTY STATUS.
- A COPY OF THE MILITARY ORDERS DIRECTING THE*
EMPLOYEE TO REPORT FOR DUTY MUST BE SUBMITTED WITH
TIMECARD ALONG WITH AN APPROVED SF-71. UPON COMPLE-
TION OF TRAINING DUTY, A CERTIFIED COPY OF THE
MILITARY ORDERS SHOWING ACTUAL DATES REPORTED AND
DISCHARGED MUST BE SUBMITTED ASAP. IF PAPERWORK
IS NOT SUBMITTED NRFCWASH WILL AUTOMATICALLY
CONVERT MILITARY LEAVE (CODE 77) TG ANNUAL LEAVE
[ZOZZ 71). IF AN EMPLOYEE DOES NOT HAVE ANY ANNUAL
LEAVE, EMFLOYEE WILL BE LWOP'ed.
0*ki o» nisowxi, i APPLICATION FOR LEAVE
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Figure 7.14 Time Card: Military Leave, SF 71: Application for Leave
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COURT LEAVE: TIMECARD 78
- COURT LEAVE IS AN AUTHORIZED ABSENCE OF
AN EMPLOYEE FROM WORK FOR JURY DUTY WHETHER
QUALIFYING FOR OR SERVING ON A JURY, OR AS
A WITNESS IN A NONOFFICIAL CAPACITY IN WHICH
THE UNITED STATES, THE DISTRICT OF COLUMBIA,
STATE OR LOCAL GOVERNMENT IS A PARTY.
- TO BE GRANTED COURT LEAVE, AN EMPLOYEE*
MUST SUBMIT A TRUE COPY OF SUMMONS FOR JURY OR
WITNESS SERVICE (SEE EXAMPLE ON PAGE 18). THE
SUMMONS AND AN APPROVED SF-71 MUST BE SUBMITTED
WITH THE TIMECAPJ).
- THE CERTIFICATE OF ATTENDANCE FROM THE
COURT SHOWING INCLUSIVE DATES OF JURY SERVICE
(.SEE EXAMPLE PACE 19) MUST BE SUBMITTED ASAP.
IF PAPERWORK IS NOT SUBMITTED, NRFCWASH WILL
AUTOMATICALLY CONVERT COURT (CODE 78) TO
ANNUAL LEAVE (CODE 71). IF EMPLOYEE DOES NOT
HAVE ANY ANNUAL LEAVE, EMPLOYEE WILL BE LWOP'ed.
- UPON RECEIPT OF CHECK FROM THE COURT,
UTITi A PERSONAL CHECK OF MONEY 3RDEF FOR THE
PEF DIEM ONLY. EMPLOYEE KEEPS THE MILEAGE.
MAKE PAYABLE TO: NAVY REGIONAL FINANCE CENTER.
(SEE EXAMPLE ON PACE 20 ).
TOUR OF OLTTY EMPLOYEE NUMBER
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Figure 7.15 Time Card: Court Leave, SF 71: Application for Leave
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SUPERIOR COURT OF CALIFORNIA
COUNTY OF MONTEREY
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ii An Ofc 1989
TOU ARE 1IERF.DI ORDERED TO ATTEAR AT 6i30 A.M. OH
AT THE SALINAS WOMAN'S C'LUn. 215 LINCOLN STREET, SALINAS (ACROSS FROH Tn"E
SALINAS C1TI HALL), TO SERVE AS A TRIAL JUROR FOR TUE SUPERIOR COURT AND
HUNIC1TAL COURT.
If you believe you are legally entitled to be excused from Jury duty or would like a
postponement, please contact the Jury Coronl ssloner ' s Office at the Courthouse 1n person
or by telephone at 755-5061 prior to the Friday before the date given above.
An orientation regarding Jury service will begin at the time Indicated above, so Jurors
are asked to arrive promptly. In deciding when to leave home, please remember that It
nay take some time to find parking.
FAILURE 10 APPEAR MAT RESULT IN YOUR BEING CITED FOR CONTEMPT OF COURT AND A POSSIBLE
FINE OF $250.
Bf ORDER OF THE COURT.
Alan Carl son







PLEASE PLACE ON DASHBOARD
This permit allows you to park' In count y parking lots only (see «wp on reverse side).
You may park In "B" permit spaces or 2-nour visitor spaces In the county lots. The
permit 1s NOT valid for 30-mlnute, car pool, handicapped, "A" "C" or "E" permit areas,
or red zones In the county lots. THE PERMIT LS NOT VALID IN CITY PARKING LOTS or In
2-hour, 1-hour, green, red, yellow or handicap zones on city streets. If the county
'••«
-i
— .. „,_i, nn fh „ street In a space where there ere no time limits or
Figure 7.16 Court Summons
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Figure 7.17 Jury Duty Payment Voucher & Per Diem Reimbursement Check
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CWASH U10 17 {8 81)
EXAMPLE OF APFR0VEO LWOP: TIMECARD CODE 7 9
- LEAVE WITHOUT PAY MUST BE INITIALED BY EMPLOYEE ON THE TIMECARD
OR AN APPROVED SF-71 (APPLICATION FOR LEAVE) MUST BE SUBMITTED.
Figure 7.18 Time Card: Leave Without Pay (LWOP)
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=CWASH 74I(V17 (8 «')
EXAMPLE OF OVERTIME
- OVERTIME MUST BE APPROVED IN ADVANCE. IT MUST FIRST BE APPROVED
BY YOUR DEPARTMENT HEAD/CHAIRMAN, AND THEN YOUR DEAN OR DIRECTOR (PAYROLL
MCR/LINE MGR) WHO IS THE APPROVING AUTHORITY.
- OVERTIME AUTHORIZATION FORM (NAVCOMPT-2283) MUST BE SUBMITTED WITH
THE TIMECARD. IT MUST STATE THE SAME DATES AND HOURS AS REFLECTED ON THE
TIMECARD. YOU MUST STATE A JUSTIFICATION AND THE JOB ORDER IN WHICH YOU
ARE CKARCING. IT MUST HAVE THE APPROVING AUTHORITIES SIGNATURES.
Figure 7.19 Time Card: Overtime
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EXAMPLE OF ENVIRONMENTAL PREMIUM CODES : TIMECARD CODeVtHRU EC AND K THRU LC
-
REVIEW LIST OF APPROPRIATE WORK CODES TO DETERMINE THE rORRFTTENVIRONMENTAL PREMIUM CODE TO BE USED.
"""WIN* C EC
-
CODE IN THE BONUS COLUMN ON THE TIMECARD. ENTER THE CODE PLUS HOURS.
a„„ ^
SINCLE DIGIT C0DES ARE F0R W0RK PERFORMED WITHIN THE BASIC WORK WEEKAND DOUBLE DIGIT CODES ARE FOR WORK PERFORMED ON OVERTIME
Figure 7.20 Time Cards: Environmental Premium Codes
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TOUR OF DUTY EMPLOYEE NUMBtR
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NRFCViASH 7410.17(8 81
EXAMPLE OF HOLIDAY WORK: TIMECARD CODE F
- WORK CODE F IS NOT USED FOR EMPLOYEES ON HOLIDAY LEAVE.
-
AN EMPLOYEE WHO PERFORMS WORK ON A HOLIDAY IS ENTITLED TO PAY
AT HIS/HER RATE OF BASIC PAY PLUS PREMIUM PAY AT A RATE EQUAL TO THE
RATE OF BASIC PAY FOR THAT HOLIDAY WORK.
-
AN EMPLOYEE WHO IS REQUIRED TO PERFORM ANY WORK ON A HOLIDAY DURINCHIS/HER REGULAR DUTY HOURS IS ENTITLED TO PAY FOR AT LEAST TWO HOURS OF
HOLIDAY WORK.
Figure 7.21 Time Cards: Holiday Work
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5 PMD T° EMPL0YEES ™° "RFOWi WORX DURING ALY SCHEDULED TOUR OF DUTY WHICH IS NOT OVERTIME WORK.
Fi^ure ^2 Time Card: Sunday Premium'
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TOUR OF DUTY EMPLOYEE NUMBER
TIME CARD
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EXAMPLE OF NIGHT DIFFERENTIAL: TIMECARD CODES S AND T
- A GRADED EMPLOYEE IS ENTITLED TO NIGHT SHIFT DIFFERENTIAL PAY FOR
NIGHT WORK AT HIS/HER RATE OF BASIC PAY PLUS PREMIUM PAY FOR THAT PART
OF THE WORKDAY WHICH IS REGULARLY SCHEDULED WORK BETWEEN THE HOURS OF
1800 AND 0600.
- NIGHT PAY DIFFERENTIAL WILL BE PAID TO A WAGE EMPLOYEE FOR ALL
REGULARLY SCHEDULED WORK THAT A MAJORITY OF HOURS OCCUR BETWEEN 1500 and
2400 or 2300 and 0800.
Figure 7.23 Time Cards: Night Differential
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EXAMPLE OF FIREFIGHTERS
TIMECARD
Figure 7.24 Time Card: Fire fighter
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* CODE 0022 WILL COMPLETE
TO. NAVY REGIONAL FINANCE CENTER. CIVILIAN PAYROLL CEPT ICOOE JOI. WASHINGTON. DC J03T I
TIMEKEEPING UNIT
T»A/OvERTIME CERTIFICATION AUTHORIZATION

















vl NEW AUTHORIZATION r CHANGE IN CERTIFIER'S
A'ffiO.ID •> ICO O'Ci
CIIA I W1AN/ DEPARTMENT HEAD
DAT!
«« •. ITTH^AIirl 'CVFATIMf CERTIFICATION All I HORI f A Tl ON
Figure 7.25 T&A/Overtime Certification Authorization
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OVERTIME/COMPENSATORY TIME
REQUEST AND AUTHORIZATION (7410)
f ROM







II ii requeued lh»l aulhoiiz«lion be jjven foe the followinj
aovamci REiKJiOus
employee! lo peiloim *oik n indicjlcd and |uilific4 below l-JTI couimiatory 1 | ca*Ott hours MUBIOUi ( 1 COMPWM 1 OK
»











19999=1 NAME 1 09/18 0700 0800
1 09/19 0700 0800















JOB QRjER NO WORK CROtP NO LOCATION
JUSTIFICATION WHY Tm£ OVERTIME 0« COMPENSATORY TIME WORK CANNOT BE ACCOMPuShEO DuRlNG NORMAL WORKING HOU^S
(Not regwrtd for Rt'ig>out Compen*4to>y Timt)
YOU MUST STATE A JUSTIFICATION FOR WORKING COMPENSATORY
SIGNATURE (RtQuettor) TITLE
YOUR CHAIRMAN/DEPT HEAT- SIGNATURE
AUTHORIZATION
REQUEST IS Q «PPBOvEO Q ^B0y{D
Signature tApproving authority)
YOUR DEAN OR YOUR DIRECTOR (PAYR0I
DATE
L MGR/PROCRAM MGR)
NOTE IFTHISREOUEST WAS NOT APPROVED IN ADVANCE OF THE TIME WORKED. AOO JUSTIFICATION FOR APPROVAL AFTER THE FACT
•LEGEND
Oi
STATUS | TY " E ° f OVERTIME
NOTE:
A. THIS REQUEST MAY CONTAIN INFORMATION
N • NONEXEMPT I 1 - BEOUL>»LV SCHEDULED OVERTIME
E -EXEMPT |j-IRFIEOUL»<<OVEBTiME 2
/ AS AMENDE
NAVCOMPT FORM 2»2 I2-B3I (Formtrty NAVEXOS 4377) S/N 0104-LF-7C2 2E0 iHiMvofiiw t»t»-»M-«ityi«a?y i-i
Figure 7.26 Overtime/Compensatory Time, Request and Authorization
(Compensatory Time)
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OVERTIME/COMPENSATORY TIMfc
REQUEST AND AUTHORIZATION (7410)
F BOM







It ii requested thil aulhoruAtion be pven for the following
employcei 10 perform work 11 indicaccd ind juinrica below ry-t i—1 coup* ««•*tort 1—1 crtot mxm xcuoroui 1—1 cwtlVi+'oS?*"









DATE ISI (Fran) (To)
•SEE LEGEND!




1 ! 9/14 0700 0800
9/15 0700 0800
8 9/16 0700 1500
'













JUST.HCATION wh THE OvEB" ME OB COMPENSATORY TIME WOR*. CANNOT BE ACCOMPLISHES ORBING NORM At. WORKING MOUBS
(Nor required for Refipiout Compensatory Timet.
YOU MUST STATE A JUSTIFICATION
EX: FISCAL YEAR END CLOSE - out
Signature (ReQveno'1 title
CHAIRMAN/ DEFT KEaD signature
AUTHORIZATION
KEOUESTIS Q 4„B0vtD Q »?p'Boyt0
SIGNATURE lAfipro—nf eutfionry)
YOUR DEAN OR DIRECTORS PAYROLL MGR
OATE
PROGRAM MCR)
NOTE IF THIS BE QUEST WAS NOT APPROVED IN AOVANCE OF THE TIME WORKED. A 00 JUSTIFICATION FOR APPROVAL AFTER THE FACT
•LEGEND-
FLSA
STATUS TYPE OP OVERTIME
NOTE:




- REGULARLY SCHEOULED OVERTIMC
7 • IBBEGULAB OVERTIME J AS AME IDE
NAVCOMrr FORM izn (.-Ml tfommtr NA VEXOS *377l S/N 010v«.r".TO-2«aO « B4BWW—
I
leeemm Of» iMi—aPA-aia/iam 1*1
Figure 7.27 Overtime/Compensatory Time, Request and Authorization
(Overtime)
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To: Comptroller Department Timekeeper
Subj: BI-WEEKLY REPORT OF HOURS WORKED
Ref: (a) Comptroller's ltr of 19 Sep 88
Encl: (1) Sick/Annual Leave Requests
(2) Overtime/Compensatory Time Reports
1. My regular working hours are
daily.
hrs. to hrs.
2. Exceptions to my regular hours are verified by enclosure (1)
and/or ( 2 )
.
3. The pay period of to I worked
:


























(Employee's Signature) (Supervisor's Signature)
Figure 7.28 Bi-Weekly Report of Hours Worked
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V 71
!«—-• : ~+
**« We**. 9*0-7 t l-t
APPLICATION FOR LEAVE
fNSTIOCTTONS Pl«ue complet* liemi 1-8 »JUr r*»<iiri« the PriT^cy Act SULooktmt -.(wr; o*.o»
1. Noim (Print or type—Last, F\stL, Ml 2. E«hh.t«« 1.0 mm







5. ! K»(#t>-r f*gu«n /' morr l/ian oa# Ooz u checked, tipiau\ in Item S.
p—i /ttmarks/:
J





ouoiiooU for use dunng the ieove jeor )





7. Emptor** t Si|W*W< 1. Ow*.
OFFICIAL ACTION ON APPLICATION
[ Kyfiwni lO'iapt'wdflfdtsopprounLpt* TO»oa If mnmtal *"
l«:f i*ili£tf Of/to* to rtuhtduU.) 4tl4f fA* ~- . pm'
NSN 7J40-OO-75J-J06?
Plntt detach thit neticr itfort uomltltnf SF It.
PRIVACY ACT STATEMENT
Section 6311 of Title 5 to the US Code authorizes collection of this information. The primary use of thia information
lb by management and your payroll office to approve and record your use of leave Additional disclosures of the
information may be To the Department of Labor when processing a claim for compensation regarding a job
connected injury or illness, to a State unemployment compensation ofTice regarding a claim, to Federal Life
Insurance or Health Benefits carriers regarding a claim; to s Federal. Slate, or local law enforcement agency when
your agency becomes aware of a violation or possible violation of civil or criminal law; to a Federal agency when
conducting an investigation on you for employment or aecunty reasons, to the Office of Personnel Management or
(C+Atinmed •* /Uvtrttt
Figure 7.29 SF 71: Application for Leave (Front)
|M*lO T ft — ( hrck ll.f ipp'Of a i hoi n*"'-"" Htmt . -* «•,.. » - \t yr,^i tgrrw v re^utr** Bucri re r[ ifiCH >o~. - »- h» .f
jroof dot fur of pract ili«i»r rnrtip]*i» ir,f Lerlifirn or MXtion beiow F».nrVc«iion of inform* -.ton m inn. portion o' *ne form m«* br c rQun<ji (or
1 1 wot iKfOpot.'O'eC o dut> b.
jj StCkAffll ^JOH-Thfjob In.^ry
j
' 0«Th# Job Iwiwry p 'fj-o- 0*d Conliftimffll
2 1 -a. ffgy.rtd '0 CO'« f«r »i»1» 0' "-, 1 o t. , w ,lri o . o ~ ' o
'J o - <
4<i*ot« Ci.» M»ir gnd T/fl(iAnjl,p .»/ fam,t- mrmbrr and nomr n(
i
duyrOJ* '
3 1 will b« *n.d«'jo">g fntdKOi d»"'o! •' op . o iig»moli«« •
n ,.
* I "Oi sipottd to o (o-'ag ov. d'i*oit fni* io"ir «/ duras* nnd
CERTIFICATION OF PHYSICIAN OR PRACTITIONER
E**plOMf » Nom, .'rod Undl" Br«ft.llOnol Co- 1 >/ltf«(|/r IffMfn /fa. >M"
[''•« |To,
•"-Oil
1 cenift lhai ih«> *mpiov*«« nainvd »*l undf mv p'o'*msion»l c»r* fof tht p#nod ind»c»<fd •bo*f «nd (hjt lh* employ*1* I condition dunnf thu per ion*
mad* fepnriinui lo *orh mid*iUhlp
S>gtaivi« o' Phjritcian •« PtaKfittontf o«>« *v,»n s L to jyra r#
General Accounting OfTice when the information is required for evaluation of leave administration, and to the
General Services Administration in connection with its responsibilities for records management
Where the employee identification number is your Social Security Number, collection of this information is
authonied by Executive Order 9397 Furnishing the information on this form, including your Social Security
Number, is voluntary, but failure to do so may result in disapproval of this request.
If your agency uses the information furnished on this form foi purposes other than these indicated above, it may
provide you with an additional statement reflecting those pur
j •„„».' IM' - llllll/wo'i
Figure 7.30 SF 71: Application for Leave (Reverse)
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Via: Director of Academic Planning (013)
Subj : CERTIFICATION OF CIVILIAN FACULTY
1. I hereby certify that the faculty listed below were in an hourly work-pay
status for the two week pay period of through as
follows
:















Figure 7.31 Certification of Civilian Faculty
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DEPARTMENT OFTHE NAVY
naval POSIGRADUAU SCHOOL
MOMEKt». CALitORNiA 9)9«3 5100
G SEP 1983




From: Superintendent, Naval Postgraduate School, Monterey, Ca
.
To: Commanding Officer,- Naval Regional Finance Center,
Washington, D. C.
Subj: CERTIFICATION OF EMPLOYMENT OF CIVILIAN FACULTY
Encl: (1) Court Leave Documentation for Professor Rudolph
Panholzer
(2) Military Leave Documentation for Professor Darnell M.
Whitt
(3) Court Leave Documentation for Professor Anthony A.
Atchley
1. I hereby certify that the members of the civilian faculty
whose names are listed below were in a work-pay status during































































Figure 7.32 Certification of Employment of Civilian Faculty
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Figure 7.33 SF 50B: Notification of Personnel Action
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Sl*v»34V0 F»m U
REQUEST FOR PERSONNEL ACTION
PART A-RequetUng Office (Alto eompUtt Port B. Item* ». 7 22. 32, 33. 3t tod Jf )
AflOfti H#qu«><*0
3 Fo> AddnantV Ifllcmiior C*W (Htvrm *vx! TmUtfiftOfm NvmOf)
> AcUCn RfftQUMMd 9. (TfPM iVtVM, ft*. S«p^«W» ««C Am?****' 0MJ * AcM" AiMniM »r -owe ***nm I'« xmm and Concwrvno* Cm/
PART 8—For Preparation of Sf 50 (I/a* on*/ CO*** /» FPM Supplement 292-1. Shorn til dues m monttt-dtrretr order )
i (LMi. Fm k*tOOm) 1 1 CtoM ex (w
First Action „" Second Aclton
CoO* 5-B Nature o- Acion CotM 4-6 NMurt 0* ACUOf
'/L L»fl*J >Wirior>ry M) L*V* AMVurty
^E Coo« 1 V r • ,«. Aulho*itT *VE C«d« *-F L*9« AuV»r*Y
? fqqm PaatiiO** Tim mo Numo»' IS TO POMW T** and N*****-
p j. "-* f Oc; Cotft I it j*» • ;m ' Swe » <Un ' 13 Sut t e n pw U Occ Coo* (I -» • .J* ; it &» * *M ' &Ur> <*«*rt
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2 Approval 1 cartify thai the information antarac on ihts form <» accural* and that
trta propotad aci-or u in complianca with jialuiory and tgumori raqui'amanu
l4jnaf«ra Agpnw Daw
CONTINUED ON REVERSE SIDE
Figure 7.34 SF 52: Request for Personnel Action (Front)
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PART D IWmtta by Iteqwrtno Ofllc*
(Scie lo Supe-visors Do you know ot aaa.i'ona v contacting reasons lor the employee s resrgneiion/reiiremeni?
II "YES", please slate these tacts on a seperaie sheei and attach to SF 52 )
IVES INC
I. .,|g. ' 1
You *r» requested lo furnish a specific reason lor your resignation or retirement
end a forv-a'dmg address Your reason may be considered in any future decision
regarding you' re -employme -it in the Federal service and ma> also be used to
determine your eligibility for unemployment compensation Benefits Your forward-
ing address will oe used primary to mail you copies ol any documents you should
have or any pay or compensation to which you are entitled
This information is requested under authority g/ sections 30"! . 330i and 6S06 o'
till* S. US Code Sections 30* and 330* authorize OPM and agencies to issue
Pnvecy Act Statement
regulations with regard to emptc*yrn»ni of mdrvOueJs *r the Federal service end their
records, white seciton 6S06 'eoAJ"»i agencies lo furnish the specific reason tor ter-
mination oi Federal service to the Secretary or Labor or a State agency in connec-
tion with administration of unemployment compensation progrems
The furnishing of this information s voluntary however, failure to provide tt may
result in youi no* receiving (1] your copies ol those documents you should nave
{2} pev or other compensation due you and (3) any unemployment compensation
benefits to which you may be entitled
Reason tor Resignation/Reii'ement (NOTE Your reasons are used tn determining possible unemployment benefits Please be specific and avoid generaliza-
tions You* resignaton/retirement is eMeci've at lhe end 0' the day— midnight— unless you specify otherwise )
0«i« S'yftew
; s ForatvOTtg aoviii v^r»o#. S"tw Or S'«i« Zip Coo*
unn 331
CFO : 1988 - JI7-*?3





This section describes the procedures and documents used by NPS to account for
civilian training. The documents include:
(1) DD Form 1556 Request, Authorization, Agreement, Certification of
Training and Reimbursement
(2) NAVSO 12410/63 Continuation Sheet for DD Form 1556
(3) Tentative Approval for Training Requests
(4) Memorandum - Waiver for Temporary and Intermittent Employees
for Training in Non-Government Facilities
(5) Sole Source Justification
(6) Documentation of Cost - Comparison for Training Sources (Non-
Government Sources)
(7) Memorandum - Further Information Requested on DD Form 1556 for
(fill in name)
(8) Memorandum - Approval/Payment/Evaluation of Civilian Employee
Training
(9) Memorandum - Certification of Receipt of Training
(10) Requests for Advance Registration Fees
References.
(1) NAVPGSCOLINST 12410.1E
Training and Development of Civilian Employees.
Document Description.
DD Form 1556 Request, Authorization, Agreement, Certification of Training and
Reimbursement.
(Figure 8.1)
A DD Form 1556 "Request, Authorization, Agreement, Certification of Training and
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Reimbursement" is required whenever an appropriated fund civilian employee plans to
attend training on government time or at government expense.
NAVSO 12410/63 Continuation Sheet for DD Form 1556.
(Figure 8.2)
The NAVSO 12410/63 is used when more than one employee in a department is
being nominated to attend the same course. The form is available from the Civilian
Personnel Office (CPO) Training Officer. Only items 1, 2, 16b and 18a need to be filled
in.
Military attendees and other personnel who are not handled by the NPS CPO; i.e.,
ROICC, Navy Exchange, and contract employees, should be shown on a separate
Continuation Sheet. The NPS CPO handles employees from NPS, FNOC, NEPRF,
DRMEC, PERSEREC and NOCD.
Tentative Approval For Training Requests.
(Figure 8.3)
This form is used when a training source requires commitment on short notice or
prior to routing the DD Form 1556 through the CPO. Contact the CPO Training Directo
to obtain tentative approval and have the information required on this form available
when you call.
Memorandum - Waiver For Temporary and Intermittent Employees for Training
in Non-Government Facilities.
(Figure 8.4)
This form is used when the training source is a non-government agency, and the
training is to be provided for a temporary, part-time, or intermittent employee.
Sole Source Justification.
(Figure 8.5)
This form must be submitted when a non-government training source is the only
source known to exist which can provide the training; and where the combination of direc
and indirect department costs exceed $2000 per training occurrence.
Documentation of Cost - Comparison for Training Sources (Non-Government
Sources).
(Figure 8.6)
This form must be submitted when a non-government training source is one of
several sources which can provide the training; and where the combination of direct and
indirect department costs exceed $2000 per training occurrence.
Memorandum - Further Information Requested on DD FORM 1556 For...
(Figure 8.7)
This memorandum is used when more information or corrections to the DD Form
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1556 are needed. The original DD Form 1556 will be returned to the originating:
department with this memorandum attached.
Memorandum - Approval/Payment/Evaluation of Civilian Employee Training.
(Figure 8.8)
This memorandum is used to indicate approval of the DD Form 1556 trailing
request, and to provide guidance regarding course scheduling and payment. The form will
be attached to the original DD Form 1556 and returned to the department originating the
request.
Memorandum - Certification of Receipt of Training.
(Figure 8.9)
The Certification of Receipt of Training is used when a course is to be paid by the
billing/invoice method. After the invoice for training services has been received by the
department, this document must be completed and returned to the Comptroller (Code 002)
along with the invoice. A copy of the form must also be sent to the Training Director
(Code 00411).
Requests for Advance Registration Fees for Training Less Than 10 Hours
Duration.
(Figure 8.10, 8.11, & 8.12)
Requests for advance registration fees for classes which provide less than 10 hours
training may be submitted as outlined in Figure 8.10. Examples of the required
documents (SF-1164 and NAVCOMPT Form 2277) are provided in Figures 8.11 and 8.12.
General Information.
The following summary outlines the responsibilities associated with scheduling and
paying for civilian training courses, and provides guidance in the preparation and routing
of training documents. Additional information may be found in NAVPGSCOL Instruction
12410.1E.
Requesting Department.
1. A DD Form 1556 "Request, Authorization, Agreement, Certification of Training and
Reimbursement" is required whenever an appropriated fund civilian employee plans to
attend training on government time or at government expense.
2. The employee's department should complete (type) the 10-part carbon
DD Form 1556. A marked copy of a DD Form 1556 is shown in Figure 8.1. The
requesting department need not fill in the items which have been marked out.
3. If more than one employee in a department is nominated for the same course, use
NAVSO Form 12410/63, "Continuation Sheet; Request Authorization, Agreement, Certification
and Reimbursement, DD 1556" (Figure 8.2). The form is available from the Civilian
Personnel Office (CPO) Training Officer. Only items 1, 2, 16b and 18a need to be filled in.
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Military attendees and other personnel who are not handled by the NPS CPO, i.e.,
ROICC, Navy Exchange, and contract employees, should be shown on a separate
Continuation Sheet. The NPS CPO is responsible for personnel employed by NPS, FNOC
NEPRF, DRMEC, PERSEREC and NOCD.
4. The DD Form 1556 should be received by the Training Director no later than 5
working days prior to the scheduled training; or ten working days if travel orders (DD
1610) are attached. If the training source requires a commitment on short notice, or
before the DD Form 1556 can be routed through the CPO, contact the CPO Training
Director to obtain tentative approval. You should have the information on the "Tentative
Approval for Training Requests" (Figure 8.3) available when you call.
5. Ensure training events receive prior approval through the chain of command and
the CPO Training Director. Making a commitment to the party providing the training,
prior of receiving official approval, may be designated as an "unauthorized obligation" and
may not be paid with government funds.
6. When the training is being held on-site by the NPS CPO, or the employee is takinj
an academic course at NPS, a DD Form 1556 is not required.
7. If a training course is not sponsored by the NPS CPO or announced in the CPO
Training Bulletin, the requesting department must provide a brochure or memo describing
the course. This requirement does not apply to NPS academic courses.
8. If a course exceeds 80 hours in length and is provided by a non-government source
the trainee must read, understand, date and sign Items 38 and 39 of Section E (Trainee
Agreement/Certification); located on the reverse side of Copy 1 - DD Form 1556 .
9. If the training source is a non-government agency and training is to be provided fo
a temporary, part-time, or intermittent employee, attach a completed copy of the
memorandum, "Waiver for Temporary and Intermittent Employees for Training in Non-
Government Facilities" (Figure 8.4).
10. When a non-government training source is used and the combination of direct
(tuition) and indirect (per diem, travel, etc.) department costs exceed $2000 per training
occurrence (not per individual employee), the following procedures apply:
A. If only one source is known to exist which can provide this
training, complete the "Memorandum for Sole Source Justification" (Figure 8.5) and
attach it to the DD Form 1556.
B. If several sources are known, complete the "Documentation of Cost -
Comparison for Training Sources (Non-Government)" (Figure 8.6) and attach it to
the DD Form 1556.
11. Departments must forward all copies of the DD Form 1556 and any other
attachments, i.e., DD 1610s (Travel Orders), NAVCOMPT 2277s (Disbursement/Collection
Voucher), to the CPO Training Director (Code 00411). If research funds are involved,
ensure the documents are routed through Research Administration (Code 012) for
approval.
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12. Notify the CPO Training Director when employees are unable to attend scheduled
courses, when dates of attendance have changed, or if the course is canceled.
13. If the course is disapproved, or if more information or corrections to the DD Form
1556 are needed, the original DD form 1556 will be returned to the originating
department with a cover memorandum entitled, "Further Information Requested on DD
Form For " (refer to Figure 8.7).
14. Following approval of the DD Form 1556, the CPO Training Director will forward
Copy 9 (Evaluation of Training) of DD Form 1556, along with a cover memo, to the
originating department. The cover memo, "Approval/ Payment/ Evaluation of Civilian
Employee Training" (Figure 8.8), outlines the departments responsibilities regarding course
scheduling and vendor payment.
apply:
If the course is to be paid by the billing/invoice method, the following procedures
A. A copy of the DD Form 1556 and a memorandum entitled "Certification of
Receipt of Training" (Figure 8.9) will be returned to the department for use when
the vendor's invoice is actually received.
B. The completed "Certification of Receipt of Training" memo is to be returned to
the Comptroller Department (Code 002) along with the invoice.
C. The department supervisor must ensure that the employee completes the front
and back of DD Form 1556 - Copy 9. The supervisor must also complete the
appropriate portions on the back of the DD Form 1556 and return it to the CPO
Training Director (Code 00411) within ten working days of course completion. A
copy of the completed, "Certification of Receipt of Training" form should also be
forwarded to Code 00411.
Civilian Personnel Office Training Director.
1. The Training Director is responsible for reviewing all civilian training requests,
determining if regulatory requirements are met, and approving or disapproving attendance
at the proposed training.
2. When approved training requires an expenditure of government funds, the Training
Director will forward Copy 6 (green copy) of the DD Form 1556, along with the DD Form
1610 (Travel Order) if applicable, to the Comptroller Department for processing.
3. The Evaluation section of the DD Form 1556, Copy 9 (white), is returned to the
requesting department to inform them of the Training Director's approval or disapproval.
If the course will be paid via billing procedures, the Training Director will forward the
following documents to the requesting department, along with Copy 9 of DD Form 1556:
(a) A cover memo entitled, "Approval/Payment/Evaluation of Civilian Employee
Training" (Figure 8.8).
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(b) A photo-copy of the original DD Form 1556.
(c) A "Certification of Receipt of Training" memo (Figure 8.9).
4. If applicable, Copies 3,4, and 5 (yellow) of DD Form 1556 will be forwarded to the
recommended training source to nominate/schedule employee attendance.
Comptroller Department.
1. The Comptroller Department must obtain an approved DD Form 1556 - Copy 6,
before obligating funds for the training of appropriated fund civilian employees.
2. The Comptroller Department will forward the approved DD Form 1610 (Travel
Order) to PSD if travel advances and transportation arrangements need to be made.
Document Preparation.
This section provides detailed procedures for completing DD Form 1556, "Request,
Authorization, Agreement, Certification of Training and Reimbursement", as well as
examples of the forms previously discussed in this Chapter. The sample documents
include:
DD Form 1556 Request, Authorization, Agreement, Certification of Trainin
and Reimbursement
(Figure 8.1)
NAVSO 12410/63 Continuation Sheet for DD Form 1556
(Figure 8.2)
Tentative Approval For Training Requests
(Figure 8.3)
Memorandum - Waiver For Temporary and Intermittent Employees for




Documentation of Cost - Comparison for Training Sources
(Non-Government Sources)
(Figure 8.6)
Memorandum - Further Information Requested on DD FORM 1556 For...
(Figure 8.7)
Memorandum - Approval/Payment/Evaluation of Civilian Employee Trainin
(Figure 8.8)
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Memorandum - Certification of Receipt of Training
(Figure 8.9)
Requests for Advance Registration Fees for Training Less Than 10 Hours
Duration
(Figure 8.10, 8.11, & 8.12)
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Areas marked out on the sample DD Form 1556 (Figures 8.1 and 8.2) need
not be completed by the cost center. Leave Blank Any Item Not Covered In This Guid
Item Number/Letter Title
B: Standard Document Number:
Self Explanatory
SECTION A - EMPLOYEE INFORMATION:
1. Applicant's Name.
2. 1st Five Letters of Last Name.
3. Social Security Number.
7. Office Telephone.
8. Official Title: The title on employee's position descripti
10. Pay Plan/Series/Grade/Step:




11. Organization Name: Department Name and Code.
12. Organizational Mailing Address: Entire 3-line address.
16. Handicapped or Disabled?
SECTION B - TRAINING COURSE DATA:
17. Course Title: Spell out the complete course title.
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Training Objectives: Brief explanation of how the course
will improve the ability of the employee to perform the
duties of the current position or the relationship of the
course to the employee's formal training plan.
Name of Training Source: Provide the title of the
organization producing the course.
Name/Mailing Address of Source: Complete name, address,
and zip code of the training source. (NOTE: This may
be a different address than the address of *source* in
19.a.).
Location of Training Site: Enter the location only if
different from the mailing address in number 19b. If it
is a correspondence course, type "Correspondence
Course."
Purpose: Enter the code that best describes the purpose
of the training.
1: Mission or Program Change.
2: Adjust to New Technology.
3: New Work Assignment.
4: Improve Present Performance.
5: Meet Future Staffing Needs (for a specific,
established, and FORMAL training program
or agreement).
6: Develop Unavailable Skills.
Priority (Enter ONE code):
1: Essential: Required by law or regulation or to
prevent an adverse effect on the mission.
2: Needed: Necessary to replace losses through
attrition.
3: Helpful: For an employee currently performing at
an acceptable level in this area, but who would
benefit from further training.
Reason for Selection of Source: Pick one code to show the
reason why the source was selected.
Quality of Training.
Most Cost Effective.
Unique Capability of Source.
Location.
Not available in Government.
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6: Incidental to procurement of equipment.
7: Timeliness.
21.aJbJc. Course Hours: Do not include travel time; enter 4 digits,
if none, enter 0000. (e.g. one day course is 0008).
22.b. Catalog/Course Number: Leave blank if not available.
23.a.& b. Training Period Start/Complete: USE NUMBERS ONLY
to show YYMMDD. Do not include travel time. Leave
blank for correspondence courses.
SECTION C - COST INFORMATION:
24. If there are neither DIRECT (tuition) nor INDIRECT
(travel or per diem) costs, mark an "X" and skip to
Section D: Number 32.
25.a. Tuition Cost: Tuition charge or the registration fee.
NOTE: If the course has DIRECT COSTS (tuition
several methods may be used to arrange for
payment:
(A) ADVANCE ON DD FORM 1610: If the
employee is traveling out of the Monterey area on
travel orders and the course must be paid in
advance, obligate the funds on a DD Form 1610
(Travel Order). Enter the estimated cost under
"Other" in Block #14 of the DD Form 1610 and
request an advance of tuition fees in Block #16.
The attendee may collect the advance fee earlier
than the three days before travel normally requirec
by PSD. If the training source has a deadline for
fees and requires that they be paid prior to the
course, note that date as a NLT date for payment
of the advance in Block #16 of the DD Form 1610.
(NOTE: PSD requires at least 5 working days to
process an advance.)
A DD Form 1556 must still be submitted, however,
a note should be made under Item #27 that,
"Direct costs for the course will be obligated and
paid as advance on DD 1610".
(B) ADVANCE ON NAVCOMPT FORM 2277: Ii
an employee needs an advance to attend a course
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being given in the local area, complete a
NAVCOMPT 2277 and attach it to the DD Form
1556. The original NAVCOMPT 2277 is sent to
the Comptroller Department for processing. In
Item #27 of the DD Form 1556 enter, "Direct costs
to be paid as an advance on NAVCOMPT Form
2277".
(C) EMPLOYEE PAYS AND IS REIMBURSED:
If an employee wants to pay the fee out of personal
funds and claim reimbursement within five days
following completion of the course, submit the DD
Form 1556, but note in Item #27 that, "Employee
will pay fee and claim for reimbursement on SF
1164". In this case, funds are obligated and
submitted for payment at the same time on the SF
1164. A separate SF 1164 and DD Form 1556
must be completed for EACH person using this
method; the DD Form 1556 Continuation Sheet
(NAVSO 12410/63) may not be used.
(D) INVOICE: If the course will be paid by
invoice, obligate the funds on a DD 1556 and
forward the document to the Training Director
(Code 00411). Once the course is approved, the
Training Director will forward the following
documents to the originating department:
* A photocopy of the original DD Form 1556
* Copy 9 of DD Form 1556
* "Certification of Receipt of Training" memo.
* "Approval/Payment/Evaluation of Civilian
Employee Training" memo.
When the invoice arrives, attach the photocopy of
the DD Form 1556 and the "Certification of Receipt
of Training" and forward them to the Comptroller
(Code 002) for payment. Also forward a copy of the
Certification Memo to Code 00411. Use this
method for attendance at all Government training.
Books, Material, Other Costs: Books and materials, or
other incidental costs directly associated with the class or
course.
Total Direct Costs: Estimated direct costs; totals of items
25 a and b. If no cost, leave blank.
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26. NOTE: Any INDIRECT costs (travel, per diem, taxis,
rental car, accommodations, etc.) will be
obligated/advanced on a DD Form 1610 (Travel Order)
and settled on a DD 1351-2 within five working days of
completing travel. NOTE: PSD requires at least 5
working days to process a Travel Advance.
26.a. Travel Cost: Enter only cost of Government Travel
Request (GTR) here. If another means of transportation
is used or the employee uses a POV (privately owned
vehicle), include the estimated travel costs in Item #26b
with the per diem costs.
26.b. Per Diem/Other Costs: Enter the total of all indirect
costs except GTR (see Item #26a), e.g., per diem, POV
travel, taxis, rental car, etc.
26.c. Total of Indirect Costs: Total of Items #26a and #26b.
27. Accounting Data: If the direct costs are obligated as an
advance payment on a DD Form 1610, type "Tuition will
be paid as an Advance on DD Form 1610".
If direct costs are obligated and paid on SF 1164,
type "Tuition will be paid by employee from
personal funds and claimed for reimbursement on
SF 1164".
If direct costs are paid as an advance on
NAVCOMPT Form 2277, type "Direct costs will be
paid as an advance on NAVCOMPT 2277".
If costs are obligated on DD Form 1556 and paid
by invoice, fill in this item using the appropriate
accounting data.
30. Total of Direct and Indirect Costs: Actual or estimated
total of all costs of training.
31. Job Order Number: Complete regardless of the method of
payment.
SECTION D - APPROVAIVCONCURRENCE/CERTIFICATION:
32. Signature of Supervisor: Signature of nominee's immediate
supervisor indicates approval for attendance and
CERTIFICATION that requested training is JOB-
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RELATED. Type the name, title, phone number, date and
provide the signature of the supervisor.
33. Training Officer: Please type in:
a: Clark, Elizabeth H.
b: AVN 878-3052/(408)6464-3052
c: Training Director
34. Authorizing Official: To be signed by a Department Head,
which is denned as an official who reports directly to the
Superintendent, Provost, or a Payroll Manager. Enter
(type) the name, title, phone number, date, and provide
the signature of the official.
37. Billing Instructions: FNOC and NEPRF use
organizational address; NPS departments use own code.
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Figure 8.1 DD Form 1556: Request, Authorization, Agreement, Certification of Training
and Reimbursement
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Figure 8.2 NAVSO 12410/63 Continuation Sheet, Request, Authorization, Agreement,
Certification of Training and Reimbursement, DD Form 1556
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TENTATIVE APPROVAL FOR TRAINING REQUESTS
EMPLOYEE
:






tem? PERM FT PT INTERMITTENT
NAME/PHONE OF CATLF.R :
TITLE OF COURSE :
SOURCE OF TRAINING: government NON-GOVERNMENT
rOSTS:
INT I PLOT COS"
METHOD OF PAYMENT OF DIRECT COSTS;
LOCATION OF COURSE:
DD 1556 DD 1610 ADVANCE SF 1164
.-LOPES? 0? SOURCE:
DATE OF COURSE:
HA'.T. RESE?~.7CTCNS ALREADY BEET.' MADE >.TTH SOURCE ?
IF YES: REMIND RE UNAUTHORIZED OBLIGATION
IF NO: OKed TO MAKE RESERVATIONS? YES NO
ARE RESEARCH FUNDS BEING USED?
If YES: REMIND TO PROCESS THRU CODE 012 BEFORE HERE
IF TRAVEL ORDERS ARE USED, SEND WITH DD 1556
GET DD 1556/DD 1610 TO ME AT LEAST 7 WORKING DAYS PRIOR TO COURSE (TIME FOR ME AND PSD)
SEND COPY OF COURSE BROCHURE WITH DD 1556 OR MEMO STATING COURSE CONTENT
Figure 8.3 Tentative Approval for Training Requests
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tentatre approval for training requests
EMPLOYEE:














METHOD OF PAYMENT OF DIRECT COSTS:
LOCATION OF COURSE:
DO 1556 DD 1610 ADVANCE SF 1164
ADDRESS OF SOURCE;
DATE OF COLTS E:
HA\E RESERVATIONS ALREADY 3EEN MADE "•TTH SOURCE ?
IF YES: REMIND RE UNAUTHORIZED OBLIGATION
IF NO: OKed TO MAKE RESERVATIONS? YES NO
ARE RESEARCH FUNDS BEING USED?
IP YES: REMIND TO PROCESS THRU CODE 012 BEFORE HERE
IF TRAVEL ORDERS ARE USED, SEND WITH DD 1556
GET DD 1556/DD 1610 TO ME AT LEAST 7 VJORKING DAYS PRIOR TO COURSE (TIME FOR ME AND PSD)
SDD COPY OF COURSE BROCHURE WITH DD 1556 OR MEMO STATING COURSE CONTENT
Figure 8.3 Tentative Approval for Training Requests
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TO: Training Officer, Civilian Personnel Office
SUBJ: WAIVER FOR TEMPORARY AND INTERMITTENT EMPLOYEES FOR
TRAINING IN NON-GOVERNMENT FACILITIES
1. The below-listed employee(s) meet(s) the criteria for
training through a Non-Government training source since the
critical skill to be learned through this training can only be
obtained through training in a Non-Go v eminent facility; this
skill will be fully used after this training is completed; and
on-the-job training is not appropriate- for this skill or no-one





Figure 8.4 Waiver for Temporary and Intermittent Employees for Training in Non-
Government Facilities
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ucrxniacni of int w»vt
Memorandum
DEPARTMENT O THE NAVY
OP*AV 6216/1A4A |R«. Mil
S/N 0107 If 062 2320
DATE
to Training Director, Civilian Personnel Office
subj SOLE SOURCE JUSTIFICATION
1. To the best of my knowledge, this source either manufactures
the equipment or product the employee will be trained in the use
of or is the only provider of this training I am aware of. I have
made an honest effort to locate other sources for this training,






Reason for Attendance at Training:
(.Name, Title, Date and
Signature of Supervisor
Selecting Training)
Figure 8.5 Sole Source Justification
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Figure 8.6 Comparison of Cost
Government Sources)
Comparison for Training Sources (Non-
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Memorandum
OE^ARTVEMT OF THE NAVY
OPNAV 5216/144A («•». 8-811
S/N 0107 LF 062-2320
DATE:
from. Training Director, Civilian Personnel Office
TO:
subj FURTHER INFORMATION REQUESTED ON" DD FORM 1556 FOR
Ref: (a) CPI 410
(b) KAVPGSCOLINST 12410. ID
Encl: (1) DD Form 1556 on
1. The following information/clarification is requested in order to process
enclosure (1)
:
Narr.e and full address of training source (item 15a)
Location of training (item 15b)
Full title of course (iter: 16b)
Dates of course (iters 13a and b)
Course description (nemo or brochure form)
Course hours (items 19a, h, and c)
Purpose of training (.iten 20, part 1, a)
Priority of training (iten 20, part 1, e)
Total direct costs of training (item 21a)
Tuition cost per person (.item 21b)
Funding authorization (accounting line) (item 22e)
Indirect costs information (items 25a-d)
Supervisor's certification (name, signature, and date), (item 26)
Authorizing official's certification (name, signature, date, and approval)
(item 29)
Sole source justification or cost comparison (since source is non-government
and total direct and indirect combined costs are over $500.)
Other
Figure 8.7 Memorandum - Further Information Requested on DD Form 1556.
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m: Training Director, Civilian Personnel Office
Sub j: APPROVAL/PAYMENT/EVALUATION OF CIVILIAN EMPLOYEE TRAINING
Enc 1: (1) Certification of Receipt of Training Memo
(2) Photo-copy of DD Form 155G
(3) Copy 9 of DD Form 1556
1. The training requested on the attached DD Form 1556 in item
15b has been approved. If the employee does not attend the
training, the dates of attendance are changed, or the training is
canceled, please notify me.
2. The below-checked paragraphs apply regarding enrollment:
enr
Please contact the source via the phone to formally
ell the employee. Enrollment copies of the DD Form 1556 have
been sent tc the source for confirmation/enrollment, but may not
be processed in time to ensure the employee space in the course.
The training source will send the employee a
con firmation letter detailing time and location of the course.
3. The below- checked paragraph applies regarding payment:
ec2
A copy of the DD Form 1556 has been forwarded tc Code
tc obligate the direct cost of this training. The source
w i 1 1 bill the employee's department directly fcr this course.
V,' h e n the invoice is received, complete enclosure (1), attach the
i n v oice and enclosure (2), and fcr ware them directly to Cede
DC 2 . Also for ware a copy of enclosure (1) tc Code 02411.
DD
A copy of the DD Form 1556 has been forwarded with the
Form 161C (Travel Orders) to Code PC2 fcr obligation of funds
a n ;1 pay-.ent of advance fcr course cost.
Fayment for this ccurse has already been made by the
ex;' 1 o y e 3 . Once the employee has completed the course, the
em ; loyee should complete a SF 1164, attach enclosure (2) anu
for ward the package to Code ir> C 2 for processing and re i mour semen t
of the training cost.
4. When, the employee has completed the training, please ensure
tha t botn the employee portions (Eottom of front and top of back
of form) and tne supervisory portion (bottom of back of form) of
enc losure (3) have been completed and return the form to Code
C. .3 4 1 1 within one month.
5. If you have any further questions regarding this matter,
please contact me at extension 3P52., Thank/ you/v,
s if \ III at 1 / II 1
lTL 1 l H J 1 I ri ^ L A r! I\ ^»»
Figure 8.8 Approval/Payment/Evaluation of Civilian Employee Tra ining




SUBJ: CERTIFICATION OF RECEIPT OF TRAINING
1. The attached invoice, number
, from
(Name of Organization Providing Training)
attended, by
is for the training
, Code
on
(Name of Employee Who Attended)
_,
as indicated on the attached photo-copy
(Dates of Training
of the OD Form 15 56.
2 . As the supervisor of the attendee, I certify that the
training billed on the attached invoice was received.
Na~e, Signature, Date, and
Title of Supervisor
Figure 8.9 Memorandum - Certification of Receipt of Training
178




Subj : REQUEST FOR ADVANCE REGISTRATION FEES
Encl: (1) Sample of completed NAVCOMPT Form 2277 - Voucher for
Disbursement and/or Collection
(2) Sample of completed SF 1164 - Claim for Reimbursement
for Expenditures on Official Business
1. Advance registration fees for local workshops, seminars,
classes, etc., of less than ten hours duration and involving only
registration and no per diem are currently being obtained by
completing a travel order form and subsequent travel
claim/voucher to offset fund obligation. Technically,




Requests for advance registration fees meeting the
requirements outlined above will be made as follows:
a. Submit a completed NAVCOMPT Form 2277, Voucher for
Disbursement and/or Collection, per encl (1), with two copies of
Form DD 1556 (Reqaest, Authorization, Agreement, Certification of
Training and Reimbursement) to Comptroller, Code 002.
b. Pick up check at PSD 3 days prior to required date.
3. Liquidation of the advance will be accomplished by submitting
a completed SF 1164, Claim for Reimbursement, per encl (2), with
an original and one copy of paid receipt and certification of
course completion (or letter from Civilian Personnel Office) to
Comptroller, Code 002.
4. Settlement of advance against Form 2277 will- be monitored the
same as an advance on a travel order.
H. L. CLAY III
Distribution:
NAVPGSCOLINST 5605. 2M List 1
(Less B-12, C-6, F-5, F-6, F-9,
F-ll thru F-13)
Figure 8.10 Memorandum - Request for Advance Registration Fees
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VOUCHER FOR DlSSUHSEMENl ANU'UH LULLtLI lUN-NAVLUMfi FORM lO I |8 PM (2 bn i/N uiin-Lr /u< a r\j
A A
. A A 4 A A A.




2 Dale I 3 Reference Documeni No
collect Q I 16 MAY 89 N6227190RVAB001
Department of Meteroiogy Code 63
Naval Postgraduate School
Monterey, CA 93943 \









ARTICLES. SERVICES OR ITEMS
A B
INVOICE OR DATE OF DE-
ORDER NC LK ERY SERVICE
DESCRIPTION
WfWiTTfO EXPLANATION DETAILS ETC I
30 MAY 89
t





for WordPerfect course at
I
Conputerlanc, Monterey CA.
Course date : 2 June 89
0. ,|g. UNITPHiCE \f.
QUAN- ' '
TITv r COST PER I
$135.00
$125.00G DlSCOUNTTERf





,A IB |CT ID ^E IF |G
'ACRN APPROPRiA. i SOS- OBJ BUREAU ! ,
.'•"", TiQN -^EAQ ; CLASS CONTROL i !
ACCOUNTING CLASSIFICATION TO BE CREDITED ICOlLcCTIONI
-[HT-nr p-
COST CODE AMOUNTi.S CURRENCY ONLY)
Ml.zeros :mjst be slashed on accounting lines
I
12

























V*U. SA AA* i TT
000 62271
<? «f * _.
Si ' TJLV UTAL DEO' c< .nJS
I




(U.S. CURRENCY ONL Y)
622710QABQR Q $135.00
TOTAL NET AMOUNT TO BE PAID {BLOCK 9 H MINUS BLOCK 12-11
J
15. GOV T B/L NOS14. INSPECTION REPORT NOS
16 APPROVED










Figure 8.11 NAVCOMPT Form 2277: Advance Registration Fees
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| l DEPARTMENT OB ESTABLISHMENT BUREAU DIVISION OP Of f iCEl ? VOUCHER NUMBER
CLAIM FOR REIMBURSEMENT
j Department of Meterology Code 63
FOR EXPENDITURES I Nava i Post Graduate School
ON OFFICIAL BUSINESS Monterey, CA 93943-5000
3 SCHEDULE NUMBER
N6227189RVAB001
Reaa :he Privacy Act Statement on the back ot this form
DICKSON, JOHN L
< |c mailing ADDRESS unciuoe ZiPCooe,
5 I Department of Meterology Code 63Di
o I Naval Post Graduate School
Monterey, CA 93943-5000









Sno* 3pDtoprijie coae m co< SO!
C A- Local travel
C B-Teiephcne or telegraph, or













2JUNE39 C ' REGISTRATION FEE FOR WORDPERFECT CCURSE AT
l COMPUTERLAND MONTEREY CA _^_
ADVANCE PAID ON DOV J40Q0 DSSN E8348 DTD 5/30/89.
// aoj<lional space is required con;.nue on the back SUBTOTALS CARRIED FORWARO FROM THEBACK
7 AMOUNT CLAIMED i Total ot cols. ID. igl and m ) i $135 Q0
6 This claim is approved Long distance telephone calls, if shown, are
certified as necessary in the interest of the Government /Note It long
distance calls are included, the approving otliaai must have been
authored in writing, by the head ot the department or agency to so




SIGN mere W R. RENARD, CHAIRMAN, MET.
9 This claim is certified correct and proper lor payment
Sign Original OnlyAUTHORIZED .
CERTIFYING A
OFFICER •










10 I certify that this claim is true and correct to the best of m, Knowledge






















AD 1791804. 1180 JJ00 62271 00179 2D VAB001 6227190ABOR Q $135.00
AC 1791804.1180 000
__
62271 00179 IK VAB001. 622719QARQR Q $135.00 CR






There is little difference in the make up of accounting data on documents for direct
and reimbursable funds. The primary difference is that all reimbursable job order
numbers begin with the letter "R" to distinguish them from direct funds.
The job order number for a reimbursable account (assigned by the Comptroller) may
be found on the "Granting of Funding Authorization" (Figure 3.6), which is sent to the
cost center when authorization to obligate reimbursable funds is approved.
Figure 9.1 through 9.7 provide representative samples of documents using
reimbursable fund account data.





N62271 KAYPGCC01 , MONTEREY, CA 93943-5000
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ope ' *» h i liQCi. "UMIIt I* 1 *! Owxrm ; iiOC^i"' - u- I i 1 ,1 m*mmir M— [JClB I Bail FwtTpM a, If- I
Figure 9.1 DD Form 1348 Requisition (Reimbursable Funds)
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6 remarks <i. je /his space for special requirements leave, superior or In-class accommodations, excess baggage, registration fees, eic.j
Rental LuV iu ui.J uiuii.J TDV Qicu authorized. RegifaCraciou fee authorized.
SUD1JIT COMPLETED ThAViiL CLAIM lo COLFTKOLLER ' S OFFICE WITHIN FIVE (5) CALENDAR DAYS
iL±iLK COnrUii'lUtl Oi i.iiS TRAVti.. FAILUilL TO UO SO HAY RESULT IN DEDUCTION OF ALL
TRAVEL /u/VAnCRa" RECEIVED Oi. TuESE ORDERS FROil YOUR PAY AND DENIAL OF FUTURE ADVANCES
FOR SuliSEijliENT "i'RAVE;,.
I 7. REQUESTING OFF1C1 A L/TW/f and signature)
DANIEL J. SAKODA
»>h » l .«~- «™4*
/Title : /-) 18 APPROVING OFFlClAL(Ti//r
RUDOLF PANHOLZKR /






AA l^U jt/i .IlCli
Ail lVHl»tfi4. IHitt


























632 7 1«KPJ9 g—B-
6222IJJiBJS0l E_
2D ID M2£3 lfi??710RPTqfl Q
2 1. DATE ISSUED "20. ORDER AUTHORIZING OFFICIAL (Title and NTfCATlON
22. TRAVEL ORDER NUMBER
N622714JTO002C9
Figure 9.2 DD Form 1610 DOD Civilian Personnel Travel Orders (Reimbursable
Funds)
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with Reimbursable Funds
ORDER FOR SUPPLIES OR SERVICES
Form Approved
OMB No 0704-016?
E«pi(es Jul 31 1989
1ACT /PufiCM OB0E« NO
H62271-90-M-0253
7 OEL'vEBvOBOEB NO 3 0»TE Of OBOE I 4 REQUISITION / Purch BEOUE ST NO
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>>- BECIONAL FIHAMCE CEHtED
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CEhfBA. PSltCIPLES 1 i. BCa.6.:nE ( ;. C.
IO'.OmE' Hi! .C-66-50953 • !S64.
o s»- it 2?e-«
K6227'.-90B3C22P2
be >EtEs:r ayr ••.•ems koi. i :
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<n. :ai ic-. s MU5?. •;- Am c.
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B62271-9Q»-.::2<;
A> 1 7C 1 £o- ' 'E. C OC'79 20 OQC22P.- 6227'0BG29IT SI74.40 u- h- 4
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~J acCEB t E0 and CON'oams *0 TmeJC' T Q
BaTt Siis^'^ar ;f
CONTRACl E ILEA' AS NO'EL






II OD VOUC-CB nC
amou*' v£ o ' i l ;;*•
3* C»£ ;•- NL.Mf3C «
33 8'LL Of LAO'HG "
i' »£Ct>v£o * T i ii «e ;£'v(2 e» 3fl 0*T RtCEivEC CO'« T^N£B5 *• S/AACCOUNT -.l,M8£» «J S/HOLCHft
DO Form 1155, JUL 87 Ptav+ous ed '>o~3 eve obso-ete CONTRACTOR MUST SUBMIT FOUR COPIES OF INV Q-CE
Figure 9.3 DD Form 1155 - Order for Supplies or Services
(Reimbursable Funds)
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ROD 30 Nov 89
NPS OPEN PURCHASE REQUISITION FORM
(DD fORM 1348 to be usee lof Sianoaro Sioc« 0Si 'ie"ii
Suggested Source
Name Hemisphere Publishing 01 Nov 89
A,yi,.« 79 Madison Avenue, Suite fl 1110 APOHOuED Bv
J.T. DONNELLY
New York, N.Y. 10016 (SAN 207 400J /s/
p„„„. ,212, 725-1999 ArJHj $171.45















each 1 ! $79.95 $79.95
"Antennas, Volume I: General Principles"
E. Roubllne and J.C. Bolomey, 1988
~*"




each' l' : $91150 $91°.50 Des — pi ' Reference Book
"Antennas, Volume II: Applications"
S. Drabouitch and C. Ancona, 1989
(ISBN) 0-99116-279-8
'-' rff
U ! 0:, Price T :a
Item 1
Desci
S r 36 io« aoJiT-ona 1 .te^s d< more space 'u' ao±C"pi.or,
SUPPLY DEPARTMENT'COMPTROLLER USE ONLY
tssue Control
Compiroiie' Buye' S.gnaiu»e .
C0« y 10
G'•un :c c .'Mi'^oiifn
C*N»«» TO Su't'l I
».*,» TO SV'CMlV
kj 'i DtN«C(' TO OPlGtA»»*Ofl B£M A
Figure 9.4 NPS Open Purchase Requisition Form (Reimbursable
Funds)
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VOUCHER FOR DISBURSEMENT AND/OR COL LECTION -NAVCOMPT FORM 2277 (8PT I 12 811 S/N 0104 LF 702 2770 Page 1 of Pagei
1 Pu'ooie |? Dale 3 Refeience Document No
[
DISB.B collect D




Department of Mechanical Engineering, Code 69
Monterey, CA 93943
1 Mr. Stephen J. Kline
7 77 May field Avenue
Stanford, CA 94305
|__SSN t : 555-20-0742 J
4 Bill Number S Voucher No
7 PAID BY
CHECK NO




INVOICE OR | DATE OF DE
ORDER NO LIVEHY /SERVIC E 1
DESCRIPTION
IREMITTER. EXPLANATION. DETAILS, ETC I
i 2b Oct 89 HONORARIUM: To present a seminar on
J
Cooperative Review and New Information











G DISCOUNT TE "•'
10 TYPE OF PAYM
day $2K. ?C
PARTIAL D FINAL G
H. JOTAL^j?
. lV
PROGRESS u <- ANCF G
A !8 C D |E
._
APPRQPCii suB ! OBJ BuREai
~
i TION ; HEAD i CLASS ' CONTHOt




AAA | TT PAA COST CODE
AM? HIT













CI BB[NC< E >C"ANCE RATE 'J' 00 1 TOTAL DEOUCTIONS
a fe [c Id ie
Ar „ APPBQPRIA i SUB OBJ I BUREAU I .
.
TION HEAD I CLASS CONTBQ L
;
JAA I 1701804 1 1180 j 000 ! 62271 I
I






TOTAL NET AMOUNT TO BF PAID iBlOC* 9 H MINUS BLOC I? II













[IS GOV'T B L NOS
17. CERTIFIEO
Figure 9.5 NAVCOMPT Form 2277 - Voucher for
Disbursement/Collection (Reimbursable Funds)
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ToVr'PH'i LPOTT SSN: 206-36-4732 |"*'i3~SEPT 89
14404 COACMWAY DR. CENTREVI LLE . VA 22020
T'i~?sr»*iVA/jU& IA , Sfu^u AlM /J-22/S9-& / 70
MM **0 kOCAVlOBOi »C'v.r> IU«JM« MMlf«f«M / / f
NAVAL POSTGRADUATE SCHOOL, MONTEREY, CA 93943
CENTREVILLE, VA. 9 OCT 39
MONTEREY , CA ^ ^l": «--
EST DATE OF RETURN: 11 OCT 89
TO PRESENT A LECTURE TO .MPT STUDENTS AND FACULTY; AND MEET WITH MPT SEMI
RENTAL CAR AUTHORIZED IN & AROUND
TDY AREA.
RENTAL CAR REQUESTED FJCM MONTEREY ON 11
TO LAX, DEPART LOS ANGELES VIA COML AIR 1
NAP.
ESTIMATED COST: PERDIEM: 271.00
TRAVEL: 416.00 rt~
687.00
WITHIN 5 CALENDAR DAYS OF COMPLETION OF THIS TRAVEL, INDIVIDUAL MUST SUE
COMPLETED TRAVEL VOUCHER OR NOTIFY THE COMPTROLLERS OFFICE BY_^EMO THAI
VOUCHER KILL BE SUBMITTED.




DAVID R. w7rTPPLEJ-^d»i AIRMAN
DEPT OF ADMIN -StTlEN'CES
:entreville, va
*-*-- 'or - |
•.I » • ?
i 2 ' -- total i.na,n-»-i 'o> o»* p*Ho>T»a &* y*n»*yo*i»wd mw-ooi» «HI to i— rtoj t» i*«t oaa
xj pt* di«m. rev mtl >•« • *c»o of uMdo^ir 'M»nv and tipantfieurw *v toJfc fv<«ln MDmin^ ,
?»*" n..rr- — -» '«Qui#«d to Mxw •« .oui clMm <or OD«t ->< vvraMrutiar and mDwrtj'iLj >a
r Mh» ••ntfe-wb-* iidotm. knchjdmaj o«>C4i On* 0'Karvu wpTiorn o>» '-* r*o«* — • *M 1
Oonr* •» a- -• jo-- 1 T'«w< ° »» .* .:
C150C »w«iti»....:«
92 . 00 ^ f
AA 1701804.1180
AB 1701804.1180
62271 00179 2D O001SF 62J710RAMEB E
62271 00179 2D O001SF 622710RAMEB E
'"
' -.-.-.— 'o* iMMUi'u* o> i* m<t*s 0tmmm lanjt-a—n «»m
KNEALE T. MARSHALL
DEAN, INK) & POLICY SCIENCES By direction of the Superintendent
Figure 9.6 NAVSO 4650/10 - Invitational Travel Order
(Reimbursable Funds)
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Monteleone, Michael K. _ e - , ..
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Defense Manpower Data Center
2511 Garden Road, Suite A180
Monterey, CA 93940-5330
408-375-9503
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Institute of Monterey "How to Find More Time
in No Time". Course q|ven at Monterey
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Conference Center, Monterey, CA.
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The Chapters contained in Part III - Document Processing, outline the typical
document flow and processing procedures associated with NPS financial transactions.
Narrative descriptions and flow diagrams illustrate the typical transaction cycles for the
three major document categories; i.e., purchase, travel, and labor.
While training documents represent a large document category, the processing
procedures for training documents are analogous to those used for purchase and travel
documents. For this reason, the processing procedures for training documents have not
been covered in a separate chapter; representative procedures for travel and purchase
documents should be substituted, as appropriate, wherever training documents are
involved.
Part III - Document Processing, is divided into three chapters:
Chapter 10 - Purchase Document Processing
Chapter 11 - Travel Document Processing
Chapter 12 - Labor Document Processing
The following symbols are used on the document flow charts contained in Part
III - Chapters 10, 11 and 12:
Connector \y Storage
<^> Decision T J Off Page Connector
Document
( J Computer Display
7 Manual Process r-~" Computer Input
Process ( ) Terminator








Chapter 10 outlines the responsibilities of the various departments and individuals
involved in processing purchase type documents. The information is presented in
sequential order; from origination of the purchase document, through the receipt of goods
and invoice payment.
Figure 10.1 depicts the flow of information for purchases of both government and
commercial items.
Responsibilities and Document Flow.
Originator.
When professors and other department personnel need items or services, they
prepare a departmental form or memorandum. As a minimum, the memorandum should
include:
1. Complete description of the item or service.
2. Price.
3. Source.
4. Funds to be used for the purchase.
The memorandum is given to the department's Administrative Assistant for preparation
of a requisition (NPS Open Purchase Requisition or DD Form 1348).
After the department Administrative Assistant prepares the requisition, it is returned
to the originator for initialing. The requisition is then signed by the Department Chairman.
For purchases made from commercial sources, the originator or department receives a
copy of the DD Form 1155 (Purchase Order) from the Purchasing Officer, after the requisition
is processed. For purchases from government sources, the originator does not receive any
information, unless the item is placed on back order or until the item is actually received.
The Administrative Assistant contacts the originator when the item is received by the
department and requests that it be picked up.
The final source of information on the transaction appears on the Comptroller's monthly
report. The report shows the amount paid to the vendor and is likely to be different from the
amount obligated. This is a result of price changes, differing freight estimates, or discounts
offered for early payment.
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Figure 10.1 Flow of Purchasing
Documents
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Entries should be made in account ledgers for all transactions and the balance should be
reconciled with the Comptroller's monthly report. Part IV (Accounting Procedures) of this
guide contains ledger and reconciliation procedures.
Department Administrative Assistant (AA).
The department Administrative Assistant prepares the requisition from the originator's
memorandum. The department AA assigns proper accounting codes and document numbers,
and updates the department's accounting records. The requisition is then returned to the
originator for his approval and initials.
After the originator initials the requisition, it is signed by the Department Chairman.
All requisitions funded by research funds must be routed through the RAO, otherwise they go
directly to the Issue Control Office in the Supply Department.
Research Administration Office (RAO).
The Research Administration Office (RAO) is responsible for the overall management of
research financing at NPS. This office ensures items ordered are budgeted for and within the
project's guidelines.
Issue Control, Supply Department.
Issue Control screens the requisition for price accuracy, economy of source, and
compliance with applicable regulations. It also notifies departments of any significant price
change to the requisitioned items.
Comptroller.
The Edit Clerk reviews the requisition for proper accounting codes and ensures that
sufficient funds are available in the account. The requisition is then passed to the Budget
Analyst, who updates the local memorandum and "official" records to reflect the obligation.
The Supply Department notifies the Comptroller of any subsequent price change on the
items ordered. Comptroller records are adjusted, but this information is usually not
transmitted to the cost center until the Comptroller's monthly report is received.
The Comptroller also receives payment information from various paying offices.
Changes in the transaction's payment status and amount are reported to the cost center
through the monthly report.
Issue Control, Supply Department.
Issue Control processes requisitions for government items. The majority of requisitions
enter the Navy Supply System via on-line
computer terminals. Copies of the DD Form 1348 are then sent to the Receiving Branch.
Open Purchase Requisitions are forwarded to the Purchasing Office for processing.
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Purchasing Office, Supply Department.
The Purchasing Office issues a purchase order from information supplied on the Open
Purchase Requisition form. Distribution is made to the commercial supplier, originating
department, Comptroller, Receipt Control, and Receiving Branch.
Receiving Branch, Supply Department.
When the Receiving Branch receive their copy of the Purchase Order or DD Form 1348,
the form is filed by the expected delivery date of the requisitioned items. When the items
arrive, they are inspected and a receiving report is prepared. The receiving report is then
forwarded to Receipt Control. The Receiving Branch warehouse personnel deliver the items to
the ordering department.
Receipt Control, Supply Department.
Receipt Control is responsible for ensuring that all purchase requirements have been
met. They receive a copy of the purchase order from the Purchasing Branch, a receiving report
from the Receiving Branch, and an invoice from the supplier. When all required
documentation has been received, a voucher is prepared and certified, and then forwarded to
the paying office for payment.
Paying Office.
Bills are paid by one of five different paying offices. When a bill is paid, the amount
may differ from the amount on the purchase order. This is due to differing freight charges, or
discounts for early payment. The final expenditure information makes its way back to the
Comptroller, via the Navy accounting system. This information is transmitted to the cost
center through the Comptroller's monthly report.
Exceptions.
1. Partial Shipments. Special attention is required when a partial shipment is received
and the supplier either cancels or back orders remaining items.
2. Office Supply Issue. When items are procured from the Office Supply Issue Room, th<
following procedures apply:
(a) The Administrative Assistant lists the office supplies needed by the department
on the Office Supplies Request Form (GPO 689-317).
The form is then taken to the issue room, where the items are issued, if available
(b) Office Supply Issue accumulates the request forms, consolidates the information,
and bills the departments on a monthly basis for the cost of the items issued.
(c) Upon receipt of the bill, the cost center prepares a DD Form 1348 and forwards it
to the Comptroller Department (via the RAO, if research funds apply). The
Comptroller checks for errors in the accounting codes and ensures that the
account has sufficient funds available for the purchase. The DD Form 1348 is
then forwarded to the Supply Department for processing.
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(d) Once the DD Form 1348 has been processed through the supply system, the
expenditure of funds is reflected in Comptroller's monthly report.
3. Ready Supply Store. When items are procured from the NPS Ready Supply Store, the
following procedures apply:
(a) The Adniinistrative Assistant lists the items needed by the department on the
Material Requirements/Issue Document (NAVFAC 9-11014/8). The form is sent
directly to the Ready Supply Store.
(b) When the order is filled by Ready Supply, the Administrative Assistance is
notified, usually by telephone, of the order's total cost. A DD Form 1348 is then
prepared by the department.
(c) Once the DD Form 1348 is completed, it is walked through the Comptroller
Department (and RAO, if research funds apply) for approval. Following approval
by the Comptroller, the DD Form 1348 is hand carried to the Ready Supply Store
and exchanged for the items requested.
4. Express Mail.
Departments requiring an express shipment must prepare a DD Form 1149. The DD
Form 1149 should be walked through the Comptroller Department for approval. The package
and DD Form 1149 must then be delivered to the Freight Branch, no later than 1400 on the
day of shipment. Again, if research funds are involved, the transaction must be authorized by
the RAO.
5. Honorariums.
Honorariums are gratuitous payments made to visiting lecturers or consultants to
compensate them for their time and preparation. Departments wishing to pay honorariums to
guest lecturers must complete NavCompt Form 2277 and a local honorarium request form. As
the Comptroller authorizes all honorariums, payments must be cleared through the
Comptroller prior to scheduling the guest speaker. If the honorarium involves research
funding, the documents should be routed to the Comptroller, via the Research Administration
Office. Approved honorariums are forwarded to the Personnel Support Detachment (PSD) for
payment.
Honorariums over $250 per day require approval of the Division Dean. Honorariums






Chapter 11 outlines the responsibilities of individuals and departments involved in
processing travel documents. The information is presented sequentially; from initiation of the
travel request to submission of the travel claim for reimbursement of the travel expenses.
Routing procedures for travel documents funded by OPTAR, research accounts, or
reimbursable funds are each addressed, with Figures 11.1a and 11.1b depicting the appropriate
flow of information. Figure 11.2 depicts the flow of documents for travel reimbursement.
Responsibilities and Document Flow.
Principal Investigator/Person Requesting Travel.
An individual requesting official travel, or reimbursement for authorized travel
expenses, normally obtains the Travel Worksheet, Passenger Reservation Request and
Worksheet for Reimbursement of Travel Expenses from the department Travel Clerk. When
completed, the forms are returned to the department Travel Clerk for further processing.
Department Administrative Assistant/Travel Clerk.
The department Travel Clerk is responsible for preparing the individual's official travel
documents and accounting for the travel funds obligated and expended. This entails the
following general processes:
1. Transferring information from the travel worksheets onto the official travel
documents.
2. Recording the correct accounting data onto the travel documents. Cost
estimates for travel are exactly that - an estimate. Departments usually maintain a file
of the per diem and lodging rates applicable to various regions of the country. Typically,
you would estimate one day's per diem for round trip airline travel, with the remaining
per diem based on the length of the visit.
3. Completing any supplementary paperwork required, i.e., PRR, Visit
Notification, Area Clearances, and attaching this documentation to the Travel
Order. Submit an advance copy of the PRR to the Personnel Support Detachment
(PSD) Transportation Office to expedite airline reservations. PSD will not prepare a
Government Transportation Request (GTR) for airline tickets until they receive the
original Travel Order.
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Figure 11.1A Flow of Travel Documents (previous page)
Figure 11.IB Flow of Travel Documents (continued)
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Prepare a Visit Notification or Area Clearance Request for travel outside of the
continental United States (CONUS). The NPS Travel/Country Clearance
Handbook contains information regarding the preparation of the required letters
and messages. When completed, submit the message draft or letter to the
Director of Programs, Administrative Officer (Code 032), via the appropriate
Dean, for further routing and approval.
4. Ensuring the Department Chairman and Superintendent approve the
requested travel before forwarding the documents for further processing. The
appropriate Division Dean must approve personal travel requested by the Department
Chairman.
NAVPGSCOLNOTE 5050 dated 27 April, 1989 requires the Superintendent's
approval for all routine travel on official business. Departments usually submit
their upcoming quarterly travel requirements to the Superintendent during the
last week of each month. Emergent requirements are handled on a case by case
basis.
5. Submitting the travel documents to the appropriate office for further
processing and approval. Submit travel documents to the RAO, or appropriate
comptroller division, at least 10 days prior to the date of travel. Travel requested in
support of research must be forwarded to the Research Administration Office. For
Other Reimbursable or OPTAR accounts, submit the documents to the Reimbursable
Accounting or OPBUD Divisions, as appropriate.
6. Entering travel cost data into the proper accounting ledgers. Departments
should enter the initial cost data into their ledgers and then reconcile the books when
the travel claim is settled. Part IV of this guide provides further information on ledger
accounting and reconciliation procedures.
7. Preparing and submitting Travel Vouchers or Claims for Reimbursement of
Expenses on Official Business. Individuals requiring reimbursement for travel
expenses will normally provide the necessary information on locally produced
worksheets. Submit travel claims to the Comptroller Department Travel Clerk within I
working days of travel completion.
Research Administration Office (RAO).
The RAO is responsible for tracking the obligation and expenditure of funds pertaining
to research accounts. The Research Administrative Assistant inspects the travel package
submitted for discrepancies, and compares the travel funds requested with estimates provided
on the Budget Page. (The Budget Page is a detailed estimate, submitted earlier by the
Principal Investigator, of the research project's costs.) A copy of the order is then given to the
RAO Data Entry Clerk, who enters administrative data into the RAO database system and
places the copy on file.
If financing of the research project is provided by direct funds, the Travel Order is
routed to the Edit Clerk in the OPBUD Division. For reimbursable research, the travel
documents are forwarded to the Account Analyst in the Reimbursable Accounts Division.
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Comptroller Department.
OPBUD Division - Edit Clerk.
The Edit Clerk screens all travel funding involving direct research or OPTAR
funds. The OB SCC Balance Report is used to check the accuracy of the accounting data
on the travel document and to ensure that sufficient funds are available. If funds are
available, a copy of the Travel Order is pulled for the Account Analyst, the orders are
date stamped and initialed, and the original is forwarded to the Comptroller
Department Travel Clerk.
OPBUD Division - Account Analyst.
The Account Analyst receives a screened copy of the travel documents from the
Edit Clerk and enters the accounting data into the "ZENITH" (local memorandum
database) and "WESTI" (official IDARMS database) systems as an obligation. The
Travel Order copy is then placed on file.
When travel is completed and the travel claim settled, the analyst receives a
"settlement package" from the Travel Clerk, containing one or more of the following
documents: a GTR Itinerary (for airline ticket purchases), a TAD Travel Advance
Voucher Summary, a Travel Voucher Summary (claim settlement) and a Collection
Voucher (a return of funds from the traveler when an advance exceeds the actual cost of
travel). The information provided on these documents is entered into the "ZENITH"
system to reconcile the local accounts and record the expense. The obligation recorded
in the official "WESTI" is also updated to reflect the actual settlement amount.
Reimbursable Accounts Division - Account Analyst.
The Account Analyst receives the Travel Order from either the RAO, for
reimbursable research funds, or directly from the requesting activity, when "other
reimbursable" accounts are involved. The Travel Order is screened for the correct
accounting entries and then checked against the "ZENITH" database system to ensure
that funds are available in the account. If the account has sufficient funds, the analyst
retains a copy of the orders and enters the information into the "ZENITH" and "WESTI"
database systems as an obligation. The original documents are then forwarded to the
Travel Clerk.
When travel is completed and the travel claim settled, the Travel Clerk forwards
a "settlement package" to the analyst, indicating the actual amounts expended. The
analyst enters the information into the "ZENITH" database to record the expense and
reconcile the local records.
Travel Clerk.
The Comptroller Department Travel Clerk is located in the office of the
Reimbursable Accounts Division. Depending upon the source of financing, the Travel
Clerk receives the Travel Order from either the OPBUD Edit Clerk or Reimbursable
Account Analyst. The Travel Clerk screens the paperwork for compliance with the Joint
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Federal Travel Regulations (JFTRs) and ensures the correct accounting data is entered
on the Travel Order. If the documents are in order, the Travel Clerk forwards them to
the Comptroller for authorization to expend the funds. If any irregularities exist, the
Travel Clerk contacts the department or individual concerned to remedy the matter.
Once the Comptroller authorizes the expenditure and returns the travel
documents, the Travel Clerk removes two copies and routes the original, as necessary.
For travel not requiring advance per diem or airline tickets, the Travel Clerk returns
the approved Travel Order to the appropriate department. When a travel advance or
airline ticket is requested, the Travel Clerk sends the original documents to the
Personnel Support Detachment (PSD) for further processing.
Travel claims must be submitted to the Travel Clerk within 5 working days aftei
travel completion. The Travel Clerk records the claim in a logbook, compares it with th
travel documents on file, reviews the claim for completeness, retains a copy and
forwards the original to the PSD Claims and Vouchers Division for settlement. When
the claim is settled, the Travel Clerk receives several settlement documents from PSD
indicating the actual settlement amounts. The Travel Clerk accumulates these
documents into a "settlement package" and then delivers them to the appropriate
analyst for reconciliation of the account.
Personnel Support Detachment (PSD).
PSD issues travel advances and Government Transportation Requests used for airline
tickets, and makes final settlement on travel claims. For a travel advance, the Travel Clerk
forwards the original Travel Order to PSD Claims and Vouchers. PSD issues a check for the
amount requested and endorses the Travel Order. For airline ticket requests, the Travel Cler]
sends the original Travel Order to the PSD Transportation Office for further processing.
Upon completion of travel and receipt of the travel claim, the Travel Clerk forwards the
paperwork to PSD for final settlement. PSD computes the amount of reimbursement required
and adjusts it for any travel advances made or transportation provided. The final settlement
check, original Travel Order and copy of the paid travel claim are then returned to the
department or individual.
The Comptroller Department Travel Clerk is furnished with copies of the settlement
documents. These are used to close out the Travel Clerk's file and are then forwarded to the
appropriate analyst for reconciliation of the local memorandum accounting records.
NOllS: Some departments require that checks for travel
reimbursement be sent directly to the department. This allows the
department's Travel Clerk to reconcile the ledgers soon after travel is
completed. Other departments do not have this requirement and rely

























rtocciiNC or tmuc. o»ib Chapter 11 Travel Document







































Chapter 12 outlines the responsibilities and procedures for individuals and departments
handling labor related documents. As in Chapters 10 and 11, the information is presented
sequentially; starting with the submission of the Personnel Requests and concluding with
disbursement of the employee's paycheck. Figure 12.1 depicts the flow of information for labor
and timekeeping documents.
Responsibilities and Document Flow.
Civilian Personnel Office (CPO).
The payroll cycle is initiated by a Notification of Personnel Action (SF-50) from the
Civilian Personnel Office (CPO). The CPO mails the SF-50 to the FIPC for entry into the
official accounting records and to the NPS Payroll and Timekeeping Division for the local
memorandum records.
Comptroller Department - Payroll and Timekeeping Division.
The Payroll and Timekeeping Division coordinate the submission of time and labor
distribution information (except for the Public Works Department) to the Financial
Information Processing Center (FIPC), Washington, D.C. The division maintains the local
labor memorandum accounting system and prepares payroll cost reports. Staff support
(Government Service/Wage Grade personnel) payroll and labor costs are accumulated on time
and labor cards. Faculty payroll costs are accumulated on a Faculty Certification Letter. The
Letter consists of labor information condensed from the Faculty Employment Certification
Memos, submitted by each department.
When Payroll and Timekeeping receive the SF-50 from the CPO, the information is
entered into the local labor memorandum accounting system to generate the Staffing Report
and Payroll Checklist. The Staffing Report is used for employment projection and budgeting.
The Payroll Checklist lists all employees based on funding and home job order number.
The Payroll Checklist also serves as a check for newly reported personnel and for
employees who have resigned. If a new employee is on the checklist and time and labor cards
for the individual are not submitted, Payroll and Timekeeping contact the department and
request that the necessary cards be forwarded for processing. If an employee resigns and time
and labor cards are not submitted, the department responsible is asked to complete a Request
for Personnel Action (SF-52) to close out the former employee's account.
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Figure 12.1 Flow of Labor Documents
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Time Cards sent from the FIPC to NPS are compared with the names of employees
listed on Payroll Checklist. The cards are separated by department distribution codes and sent
to the departments by guard mail, or alternatively, department timekeepers may pick them up.
Several blank time and labor cards, for new employees, are included in the FIPC's mailing.
When the time and labor cards return from each department, they are screened for proper
completion. This includes a check for correct signatures and overtime authorization
procedures. Payroll and Timekeeping compare the documents to the Payroll Checklist to
ensure that all time and labor cards are accounted for and then enter the labor data into the
local memorandum system. In the meantime, all the time and labor cards are sent, via express
mail, to the FIPC.
Timekeeper.
Cost and sub-cost center labor data is accumulated by department timekeepers. The
designated timekeeper is responsible for filling out time and labor cards, supplemental time
cards and any other applicable labor documents, and returning them to the PayroD and
Timekeeping Division. Faculty Employment Certification Memos are forwarded to the
Academic Planning Department for further processing. The payroll time period is two weeks.
Time and labor cards arrive on a Friday and must be returned to Payroll and Timekeeping on
the second Monday of the pay period, completely rilled out for the two week period. This
necessitates estimating the last six days of the pay period.
A supplemental time card is submitted in the next pay period, to correct incorrect
entries made in the previous pay period, e.g., unanticipated sick or annual leave. If
supplemental cards are submitted by the first Monday of the new pay period, the corrections
will be reflected in the employees next pay check. Otherwise, corrections will be noted in the
next pay period. The following time line illustrates key events in the NPS payroll cycle:
T&A Cards
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Figure 12.2 NPS Payroll Timeline
Planning and Program Budget Analyst (PPBA).
Several cumulative reports are generated by the Payroll and Timekeeping Division from
locally held labor accounting records. The cumulative reports list the dollar amounts expended
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on labor and the bottom line totals remaining in each resource account, i.e., Direct, Indirect
and Reimbursable. The cumulative reports are sent to the Planning & Program Budget
Analyst (PPBA) who uses the information to generate the Managing to Payroll Report. This
report is used by NPS Line Managers to manage their payroll.
Financial Information Processing Center (FIPC).
At the beginning of each pay period, the FIPC (NRFC) mails all time and labor cards to
the Naval Postgraduate School Payroll and Timekeeping Division.
When the completed time/labor cards and Faculty Certification Letter are returned to
the FIPC, the data is manually key punched into the IDARMS and the official payroll costs ar
computed and recorded. (The Payroll and Timekeeping Division at NPS can only access the
IDARMS to correct labor hours and job order numbers). The FIPC then issues a paycheck,
which is mailed to the employee or electronically deposited into the employee's bank account.
The FIPC also publishes monthly NAVCOMPT accounting reports (Uniform









Part IV of this guide provides information necessary to maintain and reconcile cost
center accounting records. Due to the diversity of automated ledgers used at NPS, this
part focuses on a manual ledger system. The procedures used with manual ledgers differ
somewhat from those used for automated ledgers; However, many of the basic concepts
and techniques of a manual ledger system can be applied to an automated system.
Part IV is divided into the three chapters:
Chapter 13 - General Accounting Information
Chapter 14 - Cost Center Accounting and Bookkeeping Procedures
Chapter 15 - Understanding the NPS Comptroller Monthly Report
Chapter 13 presents the basic framework of the Navy accounting system. It
isolates the dimensions of the system, and when combined with the overview presented in
Chapter 1, provides a solid foundation for understanding Navy accounting principles.
Chapter 14 develops a standardized method for maintaining accounting ledgers and files.
It sets forth procedures for handling price changes, reconciling account ledgers, and closing
out records. Chapter 15 provides a detailed description of the Comptroller's reports and
explains how to interpret them. The objective of Part IV is to provide documented






The accounting procedures used by the Navy to account for cost center funds are
quite different from the "double entry" accounting procedures used by private industry. In
fact, the procedures employed by cost centers closely resemble those used in keeping a
personal checking account. To properly account for funds, a clear understanding of how
the Navy accounting system works is required. Many of these concepts have been
discussed in previous chapters, but are reiterated here to build a foundation for applying
the accounting procedures at the cost center level.
RMS Accounting Concepts.
Accounts.
The basic component of accounting - is the account. Accounts are the building
blocks of the accounting system and the principle means through which the Navy controls
funds. They serve as a mechanism for transmitting funds designated for a particular
purpose, i.e., operations, research, etc., to a specific responsible unit or person. They also
serve as a record, or register, for accumulating cost information and establishing
accountability. Figure 13.1 provides some examples of the typical cost center accounts
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Figure 13.1 Typical NPS Accounts
Travel Ceiling.
A ceiling is a limit placed on the amount of money that may be spent on a specific
expense category . It serves as a means of controlling costs. Most of the accounts at the
Naval Postgraduate School have a ceiling on travel expenses. These ceilings are
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expressed in the cost center's fund authorization, and authorize a specific amount of
money for travel. While the amount authorized for travel cannot be exceeded , the funds
authorized for travel may be used for other purposes; as long as the total account
authorization is not exceeded.
For a cost center to comply with the restrictions, travel expenses must be clearly
defined. Travel expenses include: transportation and per diem expenses, and
reimbursements for the use of a privately owned vehicles while conducting official
business. Registration fees, even if authorized by travel orders, are not considered travel
expenses. The Navy accounting system identifies travel expenses with expense element
"E" in the cost code.
Accounting Period.
The accounting period for the federal government is a fiscal year. The
government's fiscal year begins on October 1 each year and ends on September 30 the
following year. The fiscal year is designated by the last two digits of the year in which it
ends. For example, the period October 1, 1989 through September 30, 1990 is fiscal year
90 or "FY90".
Funds directly appropriated to the Naval Postgraduate School are usually allocated
quarterly and expire at the end of the fiscal year. Reimbursable funds, on the other
hand, may be allocated in a lump sum and expire at times other than the end of the
fiscal year, depending upon the source of funds and the conditions of the funding
agreement. Despite these differences, the fiscal year is used as the accounting period for
reimbursable funds. The reimbursable funds that do not expire at the end of the fiscal
year may be carried forward, as a new account, into the next fiscal year.
Transactions.
A transaction is the smallest identifiable element recorded into the accounting
system. Transactions accumulate in the accounting system to provide cost information
and account balances. In the Navy accounting system, a transaction is represented by the
single line of accounting classification data (accounting codes) cited on a document. A set
of travel orders, for instance, uses a separate line of accounting code to account for each
category of expense, i.e., per diem, transportation, and registration fees. The line of
accounting classification code for each expense category is considered, therefore, as a
separate transaction for accounting purposes.
In order to track transactions through the accounting system, we must have a
means of identifying them. A checking account uses check numbers to identify check
transactions. The Navy accounting system uses a document number, plus an Accounting
Classification Reference Number (ACRN), if necessary, to identify individual transactions.
When a single document has more than one line of accounting classification data, ACRNs,
i.e., AA, AB, etc., are assigned to distinguish between each line of classification data. See
Chapter 4 - Coding Systems, for further information.
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Accounting Records.
The FIPC, Washington, D.C., maintains the "official" accounting records for NPS,
while the NPS Comptroller and individual cost centers maintain the local memorandum
(unofficial) records. The memorandum records provide local management information,
while serving as a check on the official records.
Flow of Accounting Data.
The flow of accounting data for any transaction begins with the obligation of funds
by the cost center. It continues until the obligation is liquidated (either through the
expenditure of funds or cancellation of the obligation) and reflected correctly in all three
accounting records, i.e., FIPC, Comptroller, and cost center. Understanding this flow is
essential in accounting for Navy funds. Chapter 1 provides a overview of the flow of
accounting data in the Navy's accounting system.
It is important to remember that the amount obligated by the cost center, in most
instances, is an estimate which is subject to change. The source for identifying these
changes is the Comptroller's monthly accounting report.
Summary.
The purpose of this Chapter was to build upon the general information provided in
Chapter 1 and to expand upon some essential elements of the accounting system. To
recount the main points in this Chapter;
1. The accounting system consists of a collection of individual accounts used to
distribute fund authority and accumulate transaction information. Accounts may be
restricted by administrative controls, such as ceilings on travel expenses and time
constraints.
2. Transactions accumulate in the accounting system to provide cost information
and account balances. Document numbers and ACRNs are used to trace individual








This Chapter describes a standardized method of accounting for cost center funds.
A blueprint for a manual bookkeeping system is provided, which details the procedures
necessary to maintain cost center ledgers and accounting files.
Cost Center Accounting Records.
Cost centers maintain accounting records to provide current information for making
local management decisions. They also provide a means of ensuring that transactions are
timely and accurately reported into the official accounting records. To meet these
requirements, accounting records must:
1. Provide an accurate account balance.
2. Provide a means of monitoring compliance with travel ceilings.
3. Provide a simple method of identifying transactions which are delinquent in posting
to the official records.
Accounting records must be designed to ensure that transactions are properly
recorded and to reduce the possibility of duplicate ledger entries. The accounting ledgers
must furnish an easy method for accommodating the frequent changes which occur in
transaction amounts, as well as provide an audit trail which would lead to the source of
these changes.
Manual Ledger System.
The suggested design for the manual ledger system involves dividing the account
into subaccounts, or sections. That is, the account is split into travel and purchase
sections to allow for monitoring of travel ceiling compliance. If a reimbursable account is
involved, a section for labor may be required, as well. See Figure 14.1.
To simplify the assignment of document numbers and to ensure that all
transactions are entered into the ledger, it is suggested that a separate ledger page be
maintained for each document type. For example, the account would have a page for
Open Purchase Requisitions ("RQ" series), Standard Stock Requisitions ("Julian date -
serial number" series), and Travel Orders ("TO" series). Low volume document types,
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such as Claims for Reimbursement ("RV" series), Honorariums ("MD" series) and civilian
training ("TG" series) could be combined on a single miscellaneous page, so long as
sequential document numbers can be readily accounted for. Finally, there should be z

















Figure 14.1 Manual Ledger Setup
Determining an account balance, under this configuration, requires that the balance
of each transaction and section adjustments page be subtracted from the balance on the
fund authorization page. Balances can be obtained for each section, as well as for the
total account. It may be desirable to maintain a memo sheet, in the front of the ledger,
to periodically record the account's balance.
Column Setup.
Figure 14.2 depicts the column setup for a manual accounting ledger sheet. The
columns are designed to provide a current balance for the page, as well as an audit trail.
Furthermore, the columns allow easy identification of transactions that do not post to the
official records within a reasonable amount of time. Column entries are described as
follows:
Date. The date column is used for recording the date of the ledger entry.
Document Number. The document number column is used to record the
document number. Document numbers should be sequential, as a single ledger
sheet is used by each document type, i.e., "RQ",
"TO", etc. The document number will include an ACRN, if more than one
transaction appears on a single document.
Job Order. The job order number is recorded in this column to ensure that it
posts correctly to the monthly Comptroller reports. For reimbursable accounts,
enter the expense element only.
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Figure 14.2 Ledger Sheet (Sample)
Description. A verbal description of the transaction. The descriptions most
commonly used by NPS cost centers are, "traveler/destination" for travel orders and
"vendor/product" for requisitions.
Status. The status columns permit transactions to be tracked and readily identify
transactions requiring follow-up action. The "OBL" column is used to record the
date the obligation appears on the Comptroller's report. The "REC'D" column is
used to record the date goods and services are actual received, or the date a
traveler submits a claim for reimbursement. The "F/E" column is used for
recording the date the final expenditure appears on the Comptroller's report.
Reference. This column is used to cross-reference adjusting entries and make
explanatory comments. Some suggested abbreviations are:
PC: Price Change
CANX: Cancellation
MOD: Modification of Travel Orders
DISC: Discount
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Adjustments. The Adjustments column is used to record an adjustment made to
the original obligation amount. The amounts in this column should be preceded bj
a plus or minus sign to indicate a increase or decrease in the obligated amount.
Amount. This column is used to record the original amount of the obligation. In
many cases, the actual amount of the transaction will differ from the original
obligated amount. These differences are reconciled through separate adjusting
entries, as will be explained later in the section on reconciliation procedures.
Balance. This column is used to maintain the cumulative balance of a particular
transaction type, i.e., "RQ", "TO", etc. It does not represent the account's balance.
Filing System.
Accounting files consists of all source documents and reports used to reconcile the
cost center's account! s). The files provide an audit trail and substantiate all ledger
entries. Used in the configuration described below, these files provide a convenient
method for monitoring the status of outstanding orders and travel claims. Figure 14.3
illustrates the suggested file organization.
1. Authorization file. The authorization file contains all authorization letters
and adjustments for the account. For reimbursable accounts, the file should includ
copies of agreements, contracts, and funding documents. For research accounts, th<
file should include a copy of the approved research proposal and current budget
page.
2. Document files. The document files consist of the documents that support
each transaction. The following document files should be maintained:
a. Pending file. This file contains copies of the obligation or
cancellation documents submitted, but not reflected on the Comptroller's
monthly report.
b. Undelivered Orders (UDO) file. This file contains copies of
documents which support the transactions appearing on the Comptroller's
monthly report - but for which payment is not due, i.e., requisitions for good
that have not been received or travel orders for which the traveler has not
submitted a claim.
c. Accounts Payable (A/P) file. The A/P file contains copies of the
obligation documents for which payment is due, i.e., requisitions for goods
received, travel orders for which claims have been submitted.
d. Final Expenditure (F/E) file. When an obligation is finalized, eithe
by cancelling the transaction or by satisfying the obligation through the
expenditure of funds, copies of the obligating document are placed in the F/E
file. The F/E file is a "completed file". Documents should be filed in
document number sequence.
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3. Reports file. This file contains copies of the Comptroller's monthly report,
along with annotations made during the reconciliation process. If local ledgers are















Figure 14.3 Organization of Accounting
Files
Generally, all documents that support a transaction accumulate into a package, i.e.,
purchase requisition, purchase order, and packing slip, and flow through the document
files as follows:
Purchases.
The obligation document (requisition) is prepared and an accounting entry is made
in the account ledger. A copy of the requisition is placed in the pending file. When a
copy of the purchase order is received, it is stapled to the file copy of the requisition and
returned to the pending file. The documents remain in the pending folder until the
transaction appears on the Comptroller's monthly report. The documents are then moved
to the UDO (Undelivered Order) file. When the goods ordered are received, a copy of the
packing slip is attached to the originating documents and an annotation is made on the
face of the originating documents, indicating the date goods were received. The document
package is now placed in the A/P (Accounts Payable) file. When the transaction finally
appears as an expenditure for the full amount of the transaction, the package is moved to
the F/E (Final Expenditure) file.
Travel.
When a travel order is issued, an accounting entry is made in the account ledger
for the estimated travel cost. A copy of the travel order is filed in the pending file, until
the obligation appears on the Comptroller's monthly report. The travel order is then
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moved to the UDO file. When the traveler completes the travel and submits a travel
claim for reimbursement, the date the claim was submitted should be annotated on the
travel order. The travel order is then moved to the A/P file. Travel claims are usually
paid by PSD and checks are often routed through the traveler's department. In such
cases, the cost center may wish to make an account adjustment and annotate the date
paid on the travel order. However, the travel order should remain in the A/P file until i
appears as an expenditure on the Comptroller's report.
Labor.
Cost centers that have reimbursable accounts are responsible for ensuring that
appropriate labor charges are made to reimbursable accounts. When labor cards or
faculty labor certifications are submitted, the cost center should compute the appropriate
labor charges, by using the acceleration rate (rate used to add fringe benefits), and make
an accounting entry to the reimbursable account. A sheet of paper with labor calculatioi
should be filed in the pending file until charges appear on the Comptroller's report.
When labor charges appear on the Comptroller's report, the amounts should be verified
and the computations moved to the F/E file.
Bookkeeping Procedures.
Now that we have developed a standard format for manual accounting ledgers, an<
a method for maintaining accounting files, we will use the suggested ledger and filing
system to develop a set of standardize accounting procedures. The procedures fall into
three categories: (1) Regular or daily procedures, (2) Monthly reconciliation
procedures, and (3) Year-end or close-out procedures.
Regular or Daily Procedures.
These procedures primarily involve recording transactions as they occur. The cost
center will make the following entries as transactions originate and file the source
documents in the document files according to the procedures outlined below.
1. Authorizations. When a quarterly authorization letter or a letter modifyin
the quarterly authorization is received, the cost center will record the amount of
the authorization on the "authorization" pages of the account ledger, i.e., purchase
authorization page, travel authorization page, and labor
authorization page. The authorization documents are then filed in the
Authorization file.
Care should be taken to ensure that modifications reflected a negative
amount when they decrease an authorization . Sample entries are illustrated in
Figure 14.4.
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Figure 14.4 Authorization Entry
2. Obligations. When a requisition or a set of travel orders is initiated, the
cost center should record the obligation on the appropriate page of the ledger.
Remember, that a document can represent more than one transaction, and each line
of accounting data must be treated as a separate transaction. Registration fees on
travel orders are considered a purchase rather than a travel expense and .therefore,
should be entered on the miscellaneous ledger page of the purchases section. Also,
if the cost center is submitting labor cards or faculty labor certifications to charge a
reimbursable account for labor, an obligating entry should be made to the labor
page of the reimbursable account ledger.
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Figure 14.5 ObHgation Entries
For some obligations, such as honorariums, reimbursement for expenses (SF-
1164), and Ready Supply Store bills, the goods and services have already been
received at the time of obligation. In such cases, the date of the obligation should
be entered in the "RECD" (received) block. Figure 14.5 provides a sample of these
entries.
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Copies of the obligating document (requisitions, travel orders) should be file
in the Pending file.
3. Amendment of Travel Orders. When travel orders are amended, and
result in a increase or a decrease in the amount of the obligation, adjustment anc
reference entries should be made to the ledger as follows (refer to Figure 14.6):
a. Adjusting Entry. Make a adjusting entry on the adjustments page
the ledger's travel section. A reduction in the amount of the obligation mu
be preceded by a minus sign.
b. Reference Entry. In the "REFERENCE" block of the original
obligating entry, enter the word "AMENDMENT", the date of the
modification, and the line number of the adjusting entry (taken from the
adjustment page). The amount of the adjustment should be indicated in th
"ADJ" column and preceded by a plus or minus sign.
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Figure 14.6 Amendment Entry
4. Receipt of goods or services. When goods and services are received or
when a traveler submits a travel claim, the date of receipt ,or the date of
submission, is recorded in the "REC'D" block of the original obligation entry
(Figure 14.7). This date should also be annotated on the file copy of the obligatio
document. A receipt document, such as a packing slip, should be stapled to the
requisition. If the obligation has appeared on the Comptroller monthly report, th<
document should be moved from the UDO file into the A/P file. However, if the
obligation has not appeared on the monthly report, it should be retained in the
pending file until it does appears.
There are occasions when only a portion of the goods ordered are actually
received, known as a "partial shipment". In these instances, the "REC'D" block
should be divided in half and the date of receipt entered in one half of the block.
After annotating the date and quantities received and attaching any shipping
documents, the file copy of the obligating document should be returned to the UD 1
or Pending file, as appropriate.
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Figure 14.7 Receipt of Goods Entry
5. Cancellations. Occasionally, the cost center will cancel a set of travel
orders, or receive a cancelled requisition or purchase order from the Supply
Department. In these situations, reversing and reference entries should be made to
the ledger as follows
(Figure 14.8):
a. Reversing Entry. Make a reversing entry on the adjustments page
of the travel or requisition section, as appropriate. The amount should be
preceded by a minus sign to indicate that it is negative.
b. Reference Entry. Enter "CANX", the date of the cancellation and
the line number (from the adjustments page) of the reversing entry in the
"REFERENCE" block of the original obligating entry. The amount of the
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To cancel airline tickets, the cost center must contact the PSD
Transportation Office. To cancel the obligation of funds, the cost center must
forward the original travel orders, along with a cancellation memorandum, to the
Comptroller Department. (These actions are explained further in Chapter 6 -
Travel Document Preparation.) A copy of the cancelled requisition, purchase ordei
or cancellation memorandum should be filed in the pending file until it appears 01
the monthly Comptroller's report.
6. Partial Cancellations. In some instances, a supplier may no longer carry
or be able to supply all items ordered. When this occurs, the Supply Department
uses a copy of the requisition (DD Form 1348) or a modification of the purchase
order (DD Form 1155) to notify the cost center and Comptroller of the cancellatior
Adjusting and reference entries should be made to the ledger as follows (Figure
14.9):
a. Adjusting Entry.
of the requisition section,
by a minus sign.
Make an adjusting entry on the adjustments pag<
The amount of the adjustment should be precede
b. Reference Entry. Enter the abbreviation "P/CANX", the date of the
cancellation and the line number of the adjusting entry (taken from the
adjustments page) in the "REFERENCE" block of the original obligating
entry. The amount of the adjustment should be preceded by a minus sign i
the "ADJ" column.
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Figure 14.9 Partial Cancellation Entry
Monthly Reconciliation Procedures.
The monthly reconciliation process brings the cost center's local memorandum
records into agreement with the official records. While the cost center does not receive a
monthly report produced directly from the official records, it does receive the NPS
Comptroller's report, which is representative of the official records.
In order to reconcile using the Comptroller's monthly report, personnel must know
how to read and interpret the report. Chapter 16 covers this topic in detail. The
Comptroller's "Monthly OPTAR Report" and "Reimbursable Report" are produced around
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the 3H of each month. Upon receipt of the report, cost centers must reconcile their local
ledgers. The reconciliation process can be broken into five phases:
1. Reconciling the authorizations.
2. Reconciling the transactions.
3. Reconciling the account balance.
4. Posting adjusting entries.
5. Taking necessary follow-up action.
1. Reconciling the authorizations. Compare the authorized amounts for
travel, OPTAR (purchases), and labor (if applicable) to the authorization balances in
the local ledger. If a difference exists, verify the validity of the local ledgers using
the fund authorization letters and make the necessary adjustments. If differences
still exist, the analyst named on the report should be contacted to resolve the
discrepancy. Missing authorization letters must be obtained from the cognizant
Line Manager (Dean) or the RAO. If Comptroller records are in error, a
memorandum citing the phone conversation should be sent to the Comptroller, via
the Line Manager or the RAO, to ensure correction of the error.
2. Reconciling the transactions. Reconciling transactions is the most tedious
phase in the reconciliation process. Before you begin the process of reconciling
individual transactions, you must first create adjustment columns on the
Comptroller's monthly report. Draw two columns down the right side of the report,
labeling one "+" (plus) and the other "-" (minus), as shown in Figure 14.10.
The reconciliation of transactions entails conducting several simultaneous
processes for each transaction: (a) verifying the correct posting of the job order
number, (b) updating the accounting status on the ledger and in the document
files, and (c) identifying and explaining any differences in the amounts reflected in
the local ledgers and monthly reports.
Beginning with the first transaction on the Comptroller's report, match the
document number and ACRN (if applicable) on the report to the transaction with
the same document number and ACRN in the local ledger. The following steps
must be completed for each transaction and applied consistently:
a. Verify the Job Order Number. Ensure the job order number is
posted correctly. (This is not required for reimbursable fund accounts.) The
job order number identifies various expense categories and is used by the
Navy's cost accounting system.
b. Update the Transaction Status. Determine the accounting status of
the transaction from the Comptroller's report, and update the status on the
ledger and in document files.
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(1) When an obligation or cancellation appears on the report for the
first time, the file copy of the source document should be taken from
the pending file and placed in the appropriate file, i.e., UDO file, A/P
file, or F/E file. The date of the report should be recorded in the
"OBL" block of the transaction's original ledger entry.
(2) When a final expenditure appears on the report, file
documentation should be moved into the F/E file. The date of the
report should be entered in the "F/E" block of the transaction's original
ledger entry.
(3) When a partial payment or an unresearched expenditure
difference appears on the report, the document should remain in the
UDO or A/P file, as appropriate. A note should be made in the
Remarks block of the transaction's original ledger entry, indicating the
date of report and amount of the expenditure. The "F/E" block should
remain open until the final payment is made or the difference is
resolved on a subsequent report.
c. Reconcile differences. Compare the sum of the amounts in the
"AMOUNT" and "ADJ" blocks of the ledger to the amount in the "OBL/EXP"
block of the Comptroller's report. If a variation exists, an acceptable
explanation for the difference must be determined. In most instances, these
differences can be explained by one of the following:
3. Reconciling the account balance. After all differences have been
explained and determined to be either an "adjustment to the local ledger" or a
"discrepancy in the Comptroller's records", the next phase of the reconciliation
process can be performed as follows:
a. Determine the monetary adjustments required for the local
ledger. This involves determining the amount of adjustment required to
each section of the local ledger, i.e., purchases, travel, or labor. In the
adjustment columns of the Comptroller's report, each category of adjustment
must be distinguished by some method. A simple means to distinguish
between adjustments, is to draw circles around travel amounts, boxes around
labor amounts, and leave purchase amounts unmarked. To determine the
total travel adjustment, add all circled amounts in the plus column and
subtract all circled amounts in the minus column. The resulting figure
should be recorded at the bottom of the columns and labeled travel
adjustment. Repeat this procedure for labor (boxed) and purchases (not
marked). To check the accuracy of these figures, sum the total travel, labor,
and purchase adjustments and
compare the result with the sum of the adjustments obtained by totaling the
amounts in both columns.
b. Determine the adjusted total for the Comptroller's report.
Adjust the totals on the report for discrepancies detected in the Comptroller's
records.
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c. Determine the amount of unposted transactions. This is
analogous to determining the dollar amount of outstanding checks when
balancing a checkbook. In each section of the local ledger, sum the amoui
of the transactions that have not posted to the Comptroller's report.
Obligations should be enter as positive and cancellations as negative. The
transactions are identified by scanning the "OBL" column. If the "OBL" if
blank, the transaction has not appeared on the Comptroller's report. Thee
transactions should correspond to the documents that remain in the pendi;
file.
d. Balance each section of the ledger. For each section of the loc«
ledger, take the balance of the section and add or subtract the correspond
adjustment from the adjustment columns on the Comptroller's report. Cai
should be taken that the adjustment is made in the right direction, i.e., a
positive adjustment is a reduction in the account balance. Next, take the
adjusted balance from the Comptroller's report and subtract the amount
oftotals are the same for al outstanding documents determined in
subparagraph 4 above. If both of these 1 purchases, travel, and labor, the
account is in balance. If the account does not balance, an error was made
4. Posting adjusting entries. Once the account is balanced, the adjustme
may be "batch" posted to the local ledger. Entries should be made to the
adjustment pages of the purchase, travel, and labor sections of the local ledger.
Individual reference entries should be made to the original ledger entries of each
transaction that made up the total adjustment. Sample entries are shown in
Figure 14.11.
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Figure 14.11 "Batch Adjustment" Entries
5. Taking necessary follow-up action. The final steps in the reconciliatio
process involve the following:
a. Send a memorandum to the Comptroller Department indicating the
discrepancies detected in the Comptroller's report. The memorandum usua
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references the phone conversation with the analyst and is sent to ensure that
corrective action is taken.
b. Take the following actions to identify delinquent transactions:
(1) Delinquent Obligations. Scan the "OBL" column of the local
ledger for transactions which have not posted. Examine the date of
the transaction to determine if it is delinquent. If the transaction
should have posted, the reasons for it not posting should be
researched.
(2) Delinquent Orders. Delinquent orders are goods and services
that have been ordered, but have not been received within a
reasonable amount of time. Although the status of orders should be
monitored on a routine basis, the reconciliation process presents an
excellent opportunity to identify and research these items. Identify
delinquent orders by scanning the "RECTD" block.
(3) Delinquent Expenditures. Delinquent expenditures are
transactions involving goods received which have not been paid for
within a reasonable amount of time. The government usually pays
invoices approximately 30 days after the receipt of goods. Allowing for
this 30 day period and the cutoff date of the monthly accounting
report, any purchases that appear delinquent might warrant research,
especially for high dollar amounts. Identify delinquent expenditures by
scanning the "F/E" and "REC'D" columns of the local ledger.
Year-end/Closeout Procedures.
Perhaps the most critical time to have an accurate account balance is near the end
of the fiscal year. Because funds are about to expire, a cost center must be careful not to
over-obligate funds or let unused funds go to waste. The following procedures will help to
ensure the most efficient use of funds near the end of the fiscal year:
1. Validate Undelivered Orders (UDO). The UDO file should be reviewed
near the end of the fiscal year. Contact the vendor and/or the Supply Department
to determine if the goods have been shipped or if the order has been cancelled. If
the vendor is unable to deliver the goods, notify the Supply Department to cancel
the order and re-obligate the funds. Any orders cancelled after the fund authority
expires cannot be re-obligated.
2. Monitor Travel Obligations. During the last quarter of the fiscal year,
estimates for travel orders should be closely monitored. Estimated travel costs are
normally "ballpark" figures, which may vary considerably from the actual settlement
amounts. Near the end of the fiscal year, this variance may result in an over or
under obligation of funds. Cost centers, therefore, should improve their efforts
during this period to more accurately estimate travel costs.
3. Reconcile Records. Records should be reconciled every month. Near the
end of the fiscal year, the Comptroller Department is occupied in closing out the
School's accounts; providing assistance to the cost centers in resolving account
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discrepancies which occurred earlier in the year is highly unlikely. In other words,
don't wait until the end of the fiscal year to reconcile your books!
Closeout Procedures.
While accounting records are usually maintained for a 36 month period, afte]
the year-end report in October, the Comptroller ceases to provide monthly
accounting reports for any previous fiscal year's accounts. Without these reports
the cost centers can no longer verify the expenditure of funds. Cost centers,
however, may still monitor their outstanding orders and should continue to
maintain their UDO files until all outstanding orders have been delivered. As
discussed in Chapter 3 funds that remain in an obligated status after the two year
expenditure availability period lapsed into the "M" account and remain in suspense
until obligated. Having funds lapse is frowned upon and cost centers should make








The Comptroller Department produces a monthly report which reflects the financial
information contained in the official records held by the Navy Regional Finance Center,
Washington, D.C. The report is usually produced by the 3rd of each month and
distributed to the cost centers for the reconciliation of local memorandum accounting
records. This Chapter provides a detailed explanation of how to interpret the information
contained in the report.
How to Read the Comptroller's Monthly Report.
Due to differences in accounting procedures between reimbursable and OPTAR
accounts, the Comptroller's monthly report is produced in one of two formats; the Monthly
OPTAR Report or the Reimbursable Report.
Report Title Accounts involved
Monthly OPTAR Report Department Operating Funds (OPTAR)
Indirect Cost Account
Direct Funded Research (DFR)
Chair Account (Honorary position)
Reimbursable Report Reimbursable Research Accounts
Other Reimbursable Accounts
Some cost centers may have accounts that require personnel to be familiar with
both report formats; others will require familiarity with only one. Both formats are
similar; the major difference being the incorporation of labor costs into reimbursable
accounts. The following paragraphs explain how to read each of these reports.
Monthly OPTAR Report.
The Monthly OPTAR Report, illustrated in Figure 15.1, can be divided into three
basic parts: account identification, account status, and transaction information.
1. Account Identification . The upper left portion of the report provides basic
identifying information, i.e., the account holder, the location of account holder,
authorized serial and document numbers, and the assigned budget analyst.
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2. Account Status . The account status, located in the upper right portion of
the report, shows the funds authorized, funds obligated and the remaining, or
unobligated, balance in the account. As funds spent on travel are restricted, the
account is subdivided into travel and OPTAR (other than travel) amounts.
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Figure 15.1 Monthly OPTAR Report
3. Transaction Information . The transaction information section provides
detailed accounting information on transactions that have posted to the
Comptroller's records. Transactions are sorted on the report by document number
and grouped by document type, e.g., "RQ" for open purchases, "TO" for travel
orders, etc.
The contents in each column of the report are described below:
COLUMN TITLE COLUMN CONTENTS
DOC#
JO#
This column reflects the document number and
Accounting Classification Reference Number (ACRN)
used to identify each transaction.
This column reflects the Job Order Number used by
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This column is used to provide a description of the
transaction. For open purchase transactions, it reflects
the purchase order number. For other transactions, it











This column identifies the status of the transaction.
The codes are:
CO = Cancelled Order
540 = Obligation
510 = Obligation (Accounts Payable)
610 = Final Expenditure
This column is used to record the original estimate of
travel cost. The amounts are adjusted to reflect
amendments to the original orders. The amounts do
not change, however, as a result of cancelling the
original orders or for differences in the amount of final
expenditure.
This column is a calculation column. The figures
represent the amounts actually being charged against
the account and sum to the total travel obligated.
The amounts are adjusted for amendments,
cancellations, and final expenditure differences.
This column is used to record the amount of the
original purchase obligation. Amounts in this column
retain their integrity, that is, amounts do not change
as a result of subsequent information, such as, price
changes, cancellations, or final expenditure differences.
This column is a calculation column. The figures
represent the amounts actually being charged against
the account and sum to the total OPTAR obligated.
The amounts are adjusted for price changes,
cancellations, and final expenditure differences.
EXPENDED
AMOUNT
The figures in this column represent funds paid,
disbursed, or transferred.
For any transaction, if an amount in this column
equals an amount in one of the "OBL/EXP" columns,
then the transaction is a final expenditure, that is,
"paid in full".
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2. Account Status . The account status, located in the upper right portion of
the report, shows funds authorized, funds obligated, and the remaining, or
unobligated, balance in the account. Since reimbursable accounts may be charged
with labor costs, and may contain a travel ceiling, they are divided into three
authorized amounts; labor, travel and OPTAR.
3. Transaction Information, The transaction information section provides
detailed accounting information on transactions that have posted to the
Comptroller's records. Transactions are sorted on the report, by document number
and grouped by document type, e.g., "RQ" for open purchases, "TO" for travel
orders, etc.
The contents in each column of the report are described below:










This column reflects the document number and
Accounting Classification Reference Number (ACRN)
used to identify each transaction.
This column is used to provide a description of the
transaction. For open purchase transactions, it reflects
the purchase order number. For other transactions, it
indicates the source of supply, the name of the
traveler or the pay period ended.
This column is a calculation column. It is used to
record the labor charges computed using the
appropriate acceleration rate. These expenses should
be considered a final expenditure. If they are
erroneous, contact the budget analyst. The amounts
sum to the "LABOR CHARGED TO DATE" amount in
the account status section.
This column is used to record the original estimate of
travel cost. The amounts are adjusted to reflect
amendments to the original orders. The amounts do
not change, however, as a result of cancelling the
original orders or for differences in the amount of final
expenditure.
This column is a calculation column. The figures
represent the amounts actually being charged against
the account and sum to the total travel obligated.
The amounts are adjusted for amendments,
cancellations, and final expenditure differences.
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If the amount in this column is less than the amount
in the "OBL/EXP" column, then the payment is a
partial payment and the transaction remains in an
obligated status.
If the amount in this column exceeds the "OBIVEXP"
amount, it is considered an over-expenditure and is
pending research by the Comptroller Department. The
amount in the "OBL/EXP" column will remain as an
obligation, until the Comptroller makes an adjustment




The amount in this column is the difference between
the "OBL/EXP" amount and the "EXPENDED
AMOUNT'.
Reimbursable Report.
Like the Monthly OPTAR Report, the Reimbursable Report can be divided into
three basic parts: account identification, account status, and transaction information.
Reimbursable Report is depicted in
Figure 15.2.
The
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Figure 15.2 Reimbursables Report
1. Account Identification . The upper left portion of the report provides basic
identifying information, i.e., the job order number, the account holder, the location
of account holder, the purpose of the account and the assigned budget analyst. It
is important to note the expiration date, which may or may not correspond to the
end of the fiscal year.
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This column is used to record the amount of the
original purchase obligation. Amounts in this column
retain their integrity, that is, amounts do not change
as a result of subsequent information, such as, price
changes, cancellations, or final expenditure differences.
This column is a calculation column. The figures
represent the amounts actually being charged against
the account and sum to the total OPTAR obligated.
The amounts are adjusted for price changes,
cancellations, and final expenditure differences.
The figures in this column represent funds paid,
disbursed or transferred, for TRAVEL and OPTAR
transactions only . Labor costs post to the "LABOR
OBL/EXP" column as a final expenditure and are not
reflected in this column.
For any transaction, if an amount in this column
equals an amount in the "TRAVEL OBL/EXP" or
"OPTAR OBL/EXP" columns, then the transaction is a
final expenditure, that is, "paid in full".
If the amount in this column is less than the amount
in either the "TRAVEL OBL/EXP" or "OPTAR
OBL/EXP" columns, then the payment is a partial




If the amount in this column exceeds the amount in
either the "TRAVEL OBL/EXP" or "OPTAR OBL/EXP"
columns, it is considered an over-expenditure and is
pending research by the Comptroller Department. The
amount in the "TRAVEL OBL/EXP" and "OPTAR
OBL/EXP" columns will remain as obligations, until
the Comptroller makes the necessary adjustments.
The amount in this column is the difference between
the amounts in the respective "OBL/EXP" columns
(excluding LABOR) and the "EXPENDED AMOUNT".
Interpreting the Comptroller's Monthly Report.
To interpret the Comptroller's Monthly Report, an understanding of how
information is entered into the report is required. The most important thing in
interpreting the report, is that the "OBL/EXP" block is the actual amount being charged
against the account. To understand and interpret the report, familiarity with the
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functions of three columns is necessary; the "ORIG" column (whether Travel or OPTAR),
the "OBL/EXP" column, and the "EXPENDED" column.
The Comptroller enters an initial obligation into the "ORIG" column and the
"OBL/EXP" column. It is entered in the "ORIG" column to record the original amount of
the obligation. The figures in this column do not change, except in the case of an
amendment to travel orders where the obligation is actuated for the amount of the
amendment. The obligation is entered in the "OBL/EXP" column to charge the account,
as this is a calculation column.
Any subsequent change to an obligation, such as a price change, is recorded in the
"OBL/EXP" column. The amount in the "ORIG" column retains its integrity, i.e., it is not
changed.
Expenditures post to the "EXPENDED" column of the Comptroller's report. If the
amount entered in the "EXPENDED" column agrees with the "OBL/EXP" column, then the
transaction is a final expenditure. However, if the amount entered in the "EXPENDED"
column does not agree with the "OBL/EXP" column, then an expenditure difference exists.
Expenditure differences are common for travel transactions, due to the difficulty in
estimating actual travel expenses. Expenditure differences for purchases, are usually the
result of discounts offered by the supplier for early payment. The Comptroller researches
expenditure differences that exceed $10. If the expenditure difference is less than $10, or
if it is greater than $10 and the Comptroller determines the differences to be valid, then
the "OBL/EXP" is adjusted to agree with the "EXPENDED" amount.
Some examples of amounts that might appear on the Comptroller's report (and
their interpretation) are shown in the table below:
OBL/EXP EXPENDEDPROBABLE EXPLANATION
Obligation
Price change - $5.00, account charged $95.00
54.00 Partial payment; unresearched expenditure
difference, account charged $100.00
129.00 Unresearched expenditure difference, account
charged $100.00
98.00 Discount of 2%, final expenditure, account
charged $98.00















ACCELERATED LABOR RATE - Labor expense recorded in such a manner that as an
employee works one straight time hour, the expense will equal the employee's actual
wage, plus an "acceleration" percentage to cover the cost of anticipated leave and fringe
benefits.
ACCOUNTING CLASSIFICATION - A code used to provide a uniform system of
accumulating and reporting information related to public voucher disbursements/refunds.
ACCOUNTS PAYABLE - Amounts due the public, or other U.S. Government agencies,
for material and service received, wages earned, and fringe benefits unpaid. This may
include amounts billed, or billable, under contracts for progress payments, earnings of
contractors held back, or amounts due upon actual deliveries of goods and services.
ACCOUNTS RECEIVABLE - Amounts due from debtors on open accounts. Under
appropriated funds, amounts due from debtors for reimbursements earned or for
appropriation refunds due.
ACCRUAL ACCOUNTING - Accrual accounting recognizes, in the books and records of
account, the significant and accountable aspects of financial transactions, or events, as
they occur. Under this basis, the accounting system provides a current systematic record
of changes in assets, liabilities and sources of funds resulting from the incurrence of
obligations and costs and expenses, the earning of revenues, the receipts and disbursement
of cash, and other financial transactions.
ACTTVITY/SUBACTrVTrY GROUP (AG/SAG) - Basic purpose for which an activity
proposes to spend money (i.e., Station Operations, F3).
ADMINISTERING OFFICE (Major Claimant) - The office, bureau, systems command, or
headquarters assigned responsibility for budgeting, accounting, reporting, and controlling
obligations and assigned expenditures for programs financed under appropriation(s) or
subdivisions of an appropriation. The responsibility is assigned by the "Responsible
Office."
ADMINISTRATIVE LIMITATION - A limitation imposed within an administrative
agency upon the use of an appropriation or other fund having the same effect as a fund
subdivision in the control of obligations and expenditures.
AGENCY - Any department, office, commission, authority, administration, board,
Government-owned corporation, or other independent establishment of any branch of the
Government of the United States.
ALLOCATION - An authorization, by a designated official of a component of the
Department of Defense, making funds available within a prescribed amount to an
operating agency for the purpose of making allotments (i.e., the first subdivision of an
apportionment).
ALLOTMENT - The authority, expressed in terms of a specific amount of funds, granted
by competent authority to commit, obligate and expend funds for a particular purpose.




(OPBUD). The term Operating Budget has been eliminated and allotments now refer to
any appropriated funds distributed to a Fund Administering Activity
Each allotment's funds must be separately accounted for. Obligation and
expenditure of the funds may not exceed the amount specified in the allotment, and the
purpose for which the authorization is made must be adhered to. All allotments must be
accounted for until the appropriation lapses, or until all obligations are liquidated,
whichever occurs first.
ANNUAL/ONE YEAR APPROPRIATION - An appropriation available for incurring
obligations only during the fiscal year specified in the Appropriation Act.
ANTI-DEFICIENCY ACT, 31 UNITED STATES CODE 1341, 49-50; 1512-14, 17-19
(formerly part of Section 3679, Revised Statutes) - The salient features of this Act
include:
(1) Prohibitions against authorizing or incurring obligations or expenditures in excess o
amounts apportioned by the Office of Management and Budget or in excess of
amounts permitted by agency regulations;
(2) Establishment of procedures for determining the responsibility for violations and foi
reporting violations to the President, through the Office of Management and
Budget, and to the Congress;
(3) Provisions for penalties that may include removal from office, a $5,000 fine, or
imprisonment for two years; and
(4) Requirements for the apportionment of appropriations, funds or contract authority.
APPEAL - Alternative term for reclama; usually used in communications with
congressional committees.
APPORTIONMENT - A determination made by the Office of Management and Budget,
which limits the amount of obligations or expenditures which may be incurred during a
specified time period (normally by fiscal year quarters for 0&M,N funds). An
apportionment may limit all obligations to be incurred during the specified period or it
may limit obligations to be incurred for a specific activity, function, project, object, or a
combination thereof.
APPROPRIATION - A part of an appropriation act providing a specific amount of funds
to be used for designated purposes. Appropriations are divided into budget activities and
further divided into subactivities, programs, projects and elements of expense.
APPROPRIATION ACT - An act under the jurisdiction of an appropriations committee,
which provides funds for federal programs. There are 13 regular appropriation acts.
Congress also passes supplemental appropriation acts when required.
APPROPRIATION LIMITATION - A statutory limitation within an appropriation which
cannot be exceeded by incurring obligations or expenditures.





ASSETS - Anything owned having monetary value. Property, both real and personal,
including notes, accounts, and accrued earnings or revenues receivable; and cash or its
equivalent.
AUDIT - The systematic examination of records and documents to determine:
(1) Adequacy and effectiveness of budgeting, accounting, financial and related policies
and procedures;
(2) Compliance with applicable statutes, regulations, policies and prescribed procedures;
(3) Reliability, accuracy and completeness of financial and administrative records and
reports; and
(4) The extent to which funds and other resources are properly protected and
effectively used.
AUTHORIZATION - Basic substantive legislation enacted by Congress that sets up, or
continues, the legal operation of a federal program or agency. Such legislation is normally
a prerequisite for subsequent appropriations, but does not usually provide budget
authority.
AUTHORIZATION ACCOUNTING ACTIVITY - An activity designated by the
Comptroller of the Navy to perform accounting for another shore activity.
BALANCED BUDGET - A budget in which receipts are equal to or greater than outlays.
BASE YEAR - Fiscal year basis of cost estimates.
BUDGET - A plan of operations for a fiscal period in terms of:
(1) Estimated costs, obligations and expenditures;
(2) Source of funds for financing including anticipated reimbursements and other
resources; and
(3) History and workload data for the projected programs and activities.
BUDGET AMENDMENT - A proposal submitted to the Congress by the President after
his formal budget transmittal, but prior to completion of appropriation action by the
Congress, that revises his previous budget request.
BUDGET AUTHORITY - Authority provided by law to enter into obligations which
generally result in immediate or future outlays of Government funds. The basic forms of
budget authority are: appropriations, contract authority and borrowing authority.
BUDGET CALL - Budget planning guidance provided from higher authority, down the
chain of command.
BUDGET DEFICIT - The amount by which the Government's budget outlays exceed its





BUDGET EXECUTION - The accomplishment of the plan prepared during budget
formulation. It is the process established to achieve the most effective, efficient, and
economical use of financial resources in carrying out the program for which the funds
were approved.
BUDGET FORMULATION - A process which incorporates those actions performed in th«
development, review, justification and presentation of budget estimates.
BUDGET PROJECTS - Commodity groups for navy stock fund material.
BUDGET REQUEST - The actual budget that is submitted up the, chain of command.
BUDGET SURPLUS (+) OR DEFICIT (-) - The difference between budget receipts and
outlays.
BUDGET YEAR - The year following the current fiscal year for which the budget
estimate is prepared. For example, if the current fiscal year is Fiscal Year 1989, the
budget year would be Fiscal Year 1990.
CEILING - A maximum amount of an appropriation imposed by Congress which is
designated for a specific purpose, (i.e., travel funding).
CIVIL SERVICE - The term commonly used to describe service performed for the federal
government by employed civilians who have competitively attained their positions and who
may gain tenure by continuing satisfactory performance.
CIVILIAN PERSONNEL CEILING - Maximum number of civilians which may be
employed full-time as determined by appropriate authority. The full-time equivalent of
part-time employment, expressed in man-months, is included in the ceiling.
CLOSED APPROPRIATION ACCOUNT - An appropriation account, the balance of
which has been transferred to the Successor "M" Account or to surplus. The appropriation
recorded in the account is lapsed.
COMMITMENT - A firm administrative reservation of funds based upon firm
procurement directives, orders, requisitions, authorizations to issue travel orders, or
requests which authorize the recipient to create obligations without further recourse to the
official responsible for certifying the availability of funds. The act of entering into a
commitment is usually the first step in the process of spending available funds. The
effect of entering into a commitment and the recording of that commitment on the records
of the allotment is to reserve funds for future obligations. A commitment is subject to
cancellation by the approving authority if it is not already obligated. Commitments are
not required under O&M appropriations.
COMMON SERVICE - Nonreimbursable service that has been directed or agreed upon




COMMON USE FACILITY - A building or structure in which space is used concurrently
by both supplier and receiver.
CONCURRENT RESOLUTION ON THE BUDGET - A resolution passed by both
Houses of Congress, but not requiring the signature of the President; sets forth, reaffirms
or revises specified congressional budget totals, for the federal government, for a fiscal
year.
CONGRESSIONAL BUDGET - The budget as set forth by Congress in a concurrent
resolution on the budget. These resolutions include:
(1) The appropriate level of total budget outlays and total new budget authority;
(2) An estimate of budget outlays and new budget authority for each major functional
category; for contingencies, and for other categories;
(3) The amount of the surplus or deficit in the budget (if any);
(4) The recommended level of federal revenues; and
(5) The appropriate level of the public debt.
CONSIGNMENTS (PREVIOUSLY UNFILLED REQUISITIONS) - The Request for
Contractual Procurement (NAVCOMPT Form 2276) which does not obligate the requestor's
funds until the copy of the procurement document is received.
CONSOLIDATED GUIDANCE - Annual guidance issued by the Secretary of Defense
which provides policy guidance, specific programming guidance and fiscal constraints that
must be observed by the military departments, defense agencies, and the Joint Chiefs of
Staff in the formulation of force structures and five year defense programs, and by the
Secretary of Defense staff in reviewing proposed programs.
CONTINUING OR NO-YEAR APPROPRIATION - An appropriation which is available
for incurring obligations for an indefinite period of time. Revolving funds are included in
this classification.
CONTINUING RESOLUTION - Congressional action to provide budget authority for
specific ongoing activities when the regular fiscal year Appropriation Act has not been
enacted by the beginning of the fiscal year. The continuing resolution usually specifies a
maximum rate at which the agency may incur obligations and is sometimes based on the
rate of spending of the prior year.
CONTROL NUMBERS - Planning limits provided by a major claimant or a local
comptroller to a subordinate activity or department, providing an estimate of the next
year's resources.
COST ACCOUNT - Accounts established to classify transactions, according to the purpose
of the transactions. Cost
account codes are also used to identify uniformly the contents of management reports.
COST ACCOUNT CODES (CAC) - An accounting classification which states specific




COST ACCOUNTING - Provides information as to who has spent resources and for what
purpose.
COST-BASED BUDGET - A budget based on the cost of goods and services actually to
be received during a given period whether paid for before the end of the period or not.
Not to be confused with an expenditure-based budget, which is based on the cost of goods
and services received and actually paid for.
COST CENTER - A cost center is a subdivision of a field activity or a fund
administering activity. An individual cost center is a group of homogenous service
functions, processes, machines, product lines, professional and/or technical skills, etc. It is
an organizational entity for which identification of costs is desired and which is amenable
to cost control through one responsible supervisor.
CROSS SERVICE - Support performed by one activity for which payment is required
from the activity receiving the support.
CURRENT YEAR - The fiscal year in progress.
DEFERRAL OF BUDGET AUTHORITY - An action of the President that temporarily
withholds, delays or precludes the obligation or expenditure of budget authority. A
deferral must be reported by the President to Congress in a deferral message. The
deferral can be overturned if either house passes a resolution disapproving it. A deferral
may not extend beyond the end of the fiscal year in which the message reporting it is
transmitted to Congress.
DEFICIENCY APPROPRIATION - An act passed after a fiscal year has expired, to
increase funds available so that the appropriation has a positive balance, and can lapse to
the successor, or "M" account.
DEOBLIGATION - A downward adjustment of previously recorded obligations. This may
be attributable to cancellation of a project or contract, price revisions or corrections of
amounts previously recorded as obligations.
DEPARTMENT OF THE NAVY FIVE-YEAR PROGRAM (DNFYP) - The Navy's
official programming document, this publication consists of volumes or booklets and
displays the Navy's portion of the Five-Year Defense Program (FYDP). SECDEF approved
forces, manpower and financial data are given for each Navy Program Element for the
current, budget and program years.
DIRECT COSTS - Direct costs are cost incurred directly for and are readily identifiable
to specific work or work assignments.
DHtECT REIMBURSABLE - One of two types of Reimbursable Work Orders (RWOs)
which become part of an activity's gross operating budget. This type includes RWOs for
nonrecurring products, or services which are not part of providing for the activity's
mission, and for which no regular work units are budgeted. The exact cost of the product




DISBURSEMENTS - In budgetary usage, gross disbursements represent the amount of
checks issued, cash or other payment made less refunds received. Net disbursements
represent gross disbursements less income collected and credited to the appropriation or
fund account, such as amounts received for goods and services provided.
DOD PLANNING/PROGRAMMING/BUDGETING SYSTEM (PPBS) - An integrated
system for the establishment, maintenance and revision of the FYDP and the DOD
budget.
ECONOMY ACT ORDER - An order executed for materials, work or services to be
furnished by one activity for another under the authority and limitations of the Economy
Act (31 U.S. Code 1535).
EXECUTION - The operation of carrying out a program as contained in the approved
budget. Often referred to as "Budget Execution."
EXPENDITURE - A charge against available funds. It is evidenced by voucher, claim, or
other document approved by competent authority. Expenditure represents the actual
payment of funds.
EXPENDITURE AVAILABILITY PERIOD - The expenditure availability period begins
upon completion of the obligational availability period. It lasts two years, during which
the accounting records must be maintained and no new obligations may be created.
EXPENSES - Costs of operation and maintenance of activities on the accrual accounting
basis. Expenses include, but are not limited to, the cost of:
(1) civilian personnel services;
(2) military personnel services;
(3) supplies and material consumed or applied;
(4) travel and transportation of personnel;
(5) rental of facilities and equipment;
(6) equipment (having a value of less than $15,000) and
(7) services received (purchased utilities, leased communications, printing and
reproduction, and other). The cost of minor construction of a value of $200,000 or
less is included as an expense.
EXPENSE ELEMENT - An expense element identifies the type of resource being
consumed in the functional/subfunctional category or program element. These are listed
and denned by NAVCOMPT Manual, Volume 2.
EXPENSE LIMITATION - The financial authority issued by a claimant to an
intermediate level of command is an expense limitation. Amounts therein are available
for issuance of operating budgets to fund administering activity.
EXPENSE TYPE APPROPRIATIONS - Appropriations that finance the cost of ongoing
operations. Within DOD they are normally broken down into two main subcategories:




EXPIRED APPROPRIATION - An appropriation which is no longer available for
obligation, but is still available for disbursement to liquidate existing obligation.
FENCES - Explicit limitations (ceilings and floors) on uses of funds provided in the
appropriation act by Congress.
FINANCIAL INFORMATION PROCESSING CENTER (FIPC) - A financial services
organization whose mission is to provide authorization accounting and reporting for:
operating budgets and allotments, commercial bill paving, disbursing, civilian payroll,
plant property accounting and financial reporting of cash transactions for customer
activities.
FISCAL YEAR (FY) - Accounting period beginning 1 October and ending 30 September
of the following year. The fiscal year is designated by the calendar year in which it ends
Fiscal Year 1990 begins on 1 October 1989 and ends 30 September 1990.
FISCAL POLICY - Federal policies on taxes, spending and debt management, intended I
promote the nation's goals, particularly with respect to employment, gross national
product, inflation and balance of payments. The budget process is a major vehicle for
determining and implementing fiscal policy.
FIVE-YEAR DEFENSE PROGRAM (FYDP) - The FYDP summarizes all approved
programs of the entire Department of Defense. Resources or inputs required for five year
are combined with military outputs of programs for the same period. The FYDP is








8. Maintenance of Real Property
9. Utility Operations
10. Other Engineering Support
11. Minor Construction
12. Personal Support
FIXED PRICE (FP) - A dollar amount upon which two government activities agree that
a service will cost. Once agree, the service must be provided by the servicing activity at
that price regardless of what it costs the servicing activity to perform the service. The
purpose of such pricing is to reduce accounting costs. Such prices should not be based
upon "ball park estimates," only upon knowledge of the total job. A form of fixed price is
a unit rate per hour, day or month charged for Materials Handling Equipment (MHE) or
service. Such unit rates are computed at least semi-annually upon a basis of actual cost.
It may be a Reimbursable Work Order (RWO) accepted for a stated amount to be billed
upon completion of the RWO. Expenses incurred in excess of, or for less than, the agreed




FLOOR - A minimum amount of an appropriation imposed by Congress which is
designated for a specific purpose, (i.e., Maintenance of Real Property).
FRINGE BENEFITS (FRINGE) - The cost of the government's share of a civilian
employee's retirement, life insurance, health insurance, social security, and thrift savings
plans.
FUNCTIONAL CLASSIFICATION - A system of classifying budget resources by major
purpose so that budget authority, outlays and credit activities can be related in terms of
the national needs being addressed (e.g., national defense, health) regardless of the agency
administering the program. A function may be divided into two or more subfunctions,
depending upon the complexity of the national need addressed by that function.
FUNCTIONAL MANAGER - A person (manager) responsible for a specific area, such as
Financial Inventory, Stock Material Sales, Housing and Utility Costs, Flying Hour Costs,
Ship Overhaul, Steaming Hour Reports, etc.
FUNCTIONAIVSUBFUNCTIONAL CATEGORY (F/SFC) - Subfunctional categories are
more detailed grouping within the functional category grouping. They are used to
accumulate expenses separately for various functions encompassed by a single functional
category. Combined they provide a classification which states what functions will be
performed (i.e., Administration [Dl]).
FUND ADMINISTERING ACTIVITY (FAA) - Refer to Responsibility Center.
FUND AVAILABILITY - The amount of obligational authority in a fund or fund
subdivision.
FUND SUBDIVISION - A segment of an appropriation or other fund, created by funding
action as an administrative means of controlling obligations and expenditures within an
agency.
FUNDED REIMBURSEMENT - A reimbursement in which the performing activity
receives a written order.
GENERAL EXPENSES - Costs incurred by general cost centers which are not incurred
for, and are not readily identifiable with, specific direct job orders and which are not
included in the indirect expense of the direct cost centers.
GENERAL LEDGER - The general ledger is the book of accounts in which all accounting
entries are ultimately summarized. It is maintained by an authorization accounting
activity for each operating budget/allotment holder. It is designed so that summary
reports of all financial transactions can be readily prepared for management.





GROSS DISBURSEMENTS - Represents the amount of checks issued, cash or other
payments made, less funds received.
HOST ACTIVITY - The activity that provides facilities to another activity and may
supply services.
IMPOUNDMENT - Any action or inaction by an officer or employee of the Federal
Government that precludes the obligation or expenditure of budget authority provided by
the Congress.
IMPREST FUND - Fixed amount of cash used to make minor expenditures for local
commercial purposes. Payments from the fund are reimbursed from time to time to
maintain a fixed amount in the fund.
INCREMENTAL FUNDING - Providing budget authority for those obligations which are
expected to be incurred in a given fiscal year.
INDIRECT EXPENSE - Indirect expenses are costs incurred by direct cost centers which
are not incurred directly for and are not readily identifiable with specific job orders
established for the accomplishment of assigned work.
INDUSTRIAL FUND - A revolving fund established at industrial type activities, where
products or services are provided to external users. The purpose of the fund is to provide
a more effective means of controlling costs; establish a flexible means for financing,
budgeting and accounting; encourage the creation of buyer-seller relationships; place
budgeting and accounting on a more commercial basis; and encourage cross-servicing
between military departments. Charges to the fund are made for procurement of
materials, services and labor. The fund is reimbursed by proceeds from the sale of
products and services.
INDUSTRIAL PLANT EQUIPMENT - Equipment with a value of at least $5,000 that
cuts, abrades, bends or otherwise reshapes or reforms materials.
INPUT BUDGETING - A budgetary method which focuses on the cost of the objects or
inputs.
INTEGRATED DISBURSING AND ACCOUNTING (DDA) - Processing system designed
to improve the Navy's current accounting and disbursing systems. The IDA system
incorporates the use of integrated data bases for concurrent accounting and expensing
transactions.
INTERNAL AUDIT - The independent appraisal activity within an organization for the
review of the accounting, financial,
and related operations as a basis for protective and constructive services to management.
INTERSERVICE SUPPORT - Support provided by one Federal Agency, or subdivision
thereof, to another Federal Agency, or subdivision thereof, when at least one of the




INTRASERVICE SUPPORT - Action on the part of one activity to provide support to
another activity within the same DOD component or other federal agency.
INVESTMENT-TYPE APPROPRIATIONS - Appropriations for investment type items as
opposed to ongoing operations. The investment category is essentially split into two areas:
procurement and military construction.
INVOICE - This term includes contractor requests for payment, travel claims and other
miscellaneous vouchers.
INVOICE CERTIFICATION - Invoice certification (also called receipt certification) is a
statement placed on an invoice, or a receiving document related to an invoice, certifying
that the goods or services were received.
JOB ORDER - Two definitions are used:
(1) A formal instruction to perform certain work according to specifications, estimates,
etc.;
(2) Descriptive of a cost system whereby costs are accumulated by job orders.
JOINT USE FACILITY - A separate building or structure that is occupied jointly, when
specific space has been designated for the sole use of each of the occupants.
LABOR DISTRIBUTION - The vehicle which transfers the actual cost of labor to the job
order cost accounting system.
LABOR DISTRD3UTION CARD - A card which identifies hours spent day by day for
each job order applicable to their effort.
LAPSED APPROPRIATION - An appropriation whose undisbursed balance is no longer
available for disbursement, as the two year expenditure availability period has ended.
LIABDUTIES - Amounts of money owed to others for goods and services received, or for
assets acquired. Liabilities include accrued amounts earned, but not yet due for payment,
and progress payments due to contractors.
LIMITATION - A statutory restriction within an appropriation, or other authorization, or
fund which establishes the maximum amount which may be used for specific purposes.
LIQUD3ATED OBLIGATION - An obligation that is matched with an expenditure.
MAJOR CLAIMANT/SUBCLAIMANT (Administering Office) - A major claimant is a
bureau/office/command/headquarters which is designated as an administering office under
the Operation and Maintenance appropriations in NAVCOMPT Manual, Volume 2,
Chapter 2. Navy major claimants receive appropriated allocations directly from the Chief
of Naval Operations Fiscal Management Division (OP-82). Subclaimants are
bureaus/offices/ commands designated as administering office which receive a subclaimant




MARK - Decision by line item indicating a change (usually a decrease) in a budget
request.
MEMORANDUM ACCOUNT - An account, usually stated in financial terms, but not
always a part of the basic double-entry system of accounts, used for obtaining data
required for control, reporting or other purposes.
MIDYEAR REVIEW OF THE BUDGET - A budget execution review to determine the
adequacy of present funding levels, to update unfunded requirements to the next level in
the financial chain-of-command, and to update the budget submission being prepared for
delivery to Congress.
MILSTRIP/MILSTRAP - The Military Standard Requisitioning and Issue Procedures
(MILSTRIP) system provides a standardized language of codes and coding techniques, and
a standard set of forms for requisitioning and issue transactions.
The Military Standard Transaction Reporting and Accounting Procedures
(MILSTRAP) system provides uniform procedures, codes and documents for use in
transmitting receipt, issue, and adjustment data between inventory managers and stock
points in support of supply and financial management.
MINOR NEW CONSTRUCTION - Describes construction costing from $1 to $200,000;
however, construction projects costing from $25,000 to $200,000 can only be processed as
Minor Construction if so urgently required that authorization and funding cannot possibly
be delayed for a regular Military Construction (MILCON) program. Projects costing $1 to
$25,000 are always funded by the Navy appropriation for Operation and Maintenance.
Projects costing over $25,000 up to $200,000 will be funded by Navy appropriations for
Military Construction.
MINOR PROPERTY - Navy personal property acquired for immediate use, and having a
unit cost of less than $5,000.
MULTI-YEAR APPROPRIATIONS - Appropriations available for incurring obligations
for a definite period in excess of one fiscal year.
NAVY INDUSTRIAL FUND - A revolving industrial fund which finances industrial and
commercial type activities, that produce and furnish goods or render services to other
activities on a reimbursable basis.
NAVY STOCK FUND - A revolving fund that finances inventory for issues to fleet and
shore units, and is reimbursed by its customers for issues made.
NEW OBLIGATIONAL AUTHORITY (NOA) - Authority to incur obligations becoming
newly available for a given fiscal year, authorized by current and prior actions of the
Congress.
NONAPPROPRIATED FUNDS - Monies derived from sources other than Congressional
Appropriations, primarily from the sale of goods and services to DOD military and civilian




recreational and certain religious and education programs. Another distinguishing
characteristic of these funds is the fact that no accountability for them exists in the fiscal
records of the Treasury of the United States.
OBJECT CLASSIFICATION - A uniform classification identifying the transactions of the
federal government by the nature of the goods or services purchased (i.e., personnel
compensation, supplies and materials, equipment), without regard to the agency involved
or the purpose of the programs for which they are used.
OBLIGATION - A duty to make a future payment of money. The duty is incurred as
soon as an order is placed, or a contract is awarded for the delivery of goods and the
performance of services. It is not necessary that goods actually be delivered, or services
actually be performed, before the obligation is created; neither is it necessary that a bill,
or invoice, be received first. The placement of an order is sufficient. An obligation legally
encumbers a specified sum of money which will require outlay(s) or expenditure(s) in the
future.
OBLIGATION AVAILABILITY PERIOD - Appropriations have a specific obligational
availability period, or duration, which can be grouped as either annual or multi-year.
Generally, the duration of this period is consistent with the funding characteristics of the
appropriation.
OBLIGATIONAL ACCOUNTING - A method of keeping track of the cumulative total of
resources for which authority to spend has been passed for a particular fiscal year.
OBLIGATIONAL AUTHORITY - Three definitions may apply:
(1) An authorization by Act of Congress to procure goods and services within a
specified amount by appropriation or other authorization.
(2) The administrative extension of such authority, as by apportionment or funding.
(3) The amount of authority so granted.
OFFICE OF MANAGEMENT AND BUDGET (OMB) - Established as the Bureau of
Budget by the Budget and Accounting Act of 1921; renamed in 1970. Major functions
include:
(1) Assist the President in preparation of the budget and the formulation of the fiscal
program;
(2) Supervise and control the administration of the budget; and
(3) Aid the President to bring about more efficient and economical conduct of
government service.
OFFSETTING COLLECTIONS - Moneys received by the government, as a result of
business-type transactions with the public (sale of goods and services), or as a result of a
payment from one government account to another. Such collections are netted in
determining budget outlays.
OFFSETTING RECEIPTS - All collections deposited into receipt accounts that are offset




computing budget totals. Under current budgetary usage, cash collections not deposited
into receipt accounts (such as revolving fund receipts and reimbursements) are deducted
from outlays at the account level. These transactions are offsetting collections, but are
not classified as "offsetting receipts."
OPEN APPROPRIATION ACCOUNT - An appropriation account, the balance of which
has not been carried to the successor account, or to surplus. The appropriation recorded
in the account may be unexpired or expired.
OPERATING AND SUPPORT COSTS - Those recurring costs associated with operating,
modifying, maintaining, supplying, and supporting a weapon/support system in the DOD
inventory.
OPERATING BUDGET (OB) - An operating budget is the annual budget of an activity
stated in terms of subactivity group codes, functional/subfunctional categories and cost
accounts. It contains estimates of the total value of resources required for the
performance of the mission, including reimbursable work or services for others. It also
includes estimates of workload in terms of total work units identified by cost accounts.
The term "Operating Budget" is now obsolete - refer to "Allotment"
OPERATING BUDGET PLAN - An estimate of monetary needs for a fiscal year,
developed by cost center managers and the activity comptroller by accounting group and
subaccounting group.
OPERATING TARGET (OPTAR) - An administrative, rather that legal, limitation on
expenditures provided to an afloat operating unit or department ashore.
OPERATION AND MAINTENANCE, NAVY (0&M,N) - An appropriation of funds from
Congress intended to finance the basic day-to-day operation of the fleet, and principal
shore activities of the Navy, issued to Operating Budget (OB) holders for normal expenses
incurred in operating and maintaining an activity.
ORDERING ACTIVITY - An activity which originates a requisition, or order, for
procurement, production, or performance of work or services by another activity.
OTHER PROCUREMENT, NAVY (OPN) - An appropriation of funds established for the
financing of specialized systems, programs, or activities not funded by 0&M,N. OPN
funds are investment type appropriations used for the purchase of major end items of
equipment or other end items of equipment with a unit value of $15.000 or more .
OUTLAYS - Checks issued, interest accrued on the public debt, or other payments, net of
refunds and reimbursements. Total budget outlays consist of the sum of the outlays from
appropriations and funds in the budget, less receipts.
PAST YEAR - The fiscal year immediately preceding the current year; the last completed
fiscal year.
PERFORMANCE BUDGET - A budget which focuses attention upon the general




estimated cost of programs, functions, and projects designed to accomplish the mission.
For example, the cost of a function; that is, operating a rifle range, communications
center, motor pool, etc.; versus the cost of "things"; that is, supplies, equipment, personnel
services, etc.
PERFORMING ACTIVITY - An activity which is responsible for performing work or
services, including the production of material and/or the procurement of goods and services
from other contractors and activities.
PLANNING ESTIMATE/OPERATING TARGET (OPTAR) HOLDER - A planning
estimate/OPTAR Holder is a person granted administrative control of a designated amount
of funds. Planning estimates/OPTARs are issued by operating budget/ allotment holders
to departments, divisions, etc., within a fund administering activity.
PLANT PROPERTY - Navy owned/controlled real and personal property, of a capital
nature, with a value exceeding $5,000. Plant property is located in naval shore
establishments.
PRESIDENTS BUDGET - The budget for a particular fiscal year; transmitted to the
Congress, by the President, in accordance with the Budget and Accounting Act of 1921, as
amended.
PRINCIPAL ITEMS - A relatively small number of very high cost major end items,
which are procured through investment appropriations and normally managed by a
hardware command. Principal items are normally issued to Navy end users without
charge.
PROGRAM - A combination of program elements designed to express the accomplishment
of a definite objective, or plan. Programs are aggregations of program elements, and, in
turn, aggregate to the total FYDP.
PROGRAM COST CATEGORIES -
(1) Research and Development -
Those program costs primarily associated with Research and Development efforts,
including the development of a new, or improved, capability to the point where it is
ready for operational use. These costs include equipment costs funded under the
RDT&E appropriations and related Military Construction appropriation costs. They
exclude costs which appear in the Military Personnel, Operation and Maintenance
and Procurement Appropriations.
(2) Investment -
Those program costs required beyond the development phase to introduce into
operational use a new capability; to procure initial, additional, or replacement
equipment for operational forces; or to provide for major modifications of an existing
capability. They include Procurement and Military Construction appropriation costs,






Those program costs necessary to operate and maintain the capability. These costs
include Military Personnel and Maintenance
PROGRAM DECISION MEMORANDUM (PDM) - A document which provides decisions
of the Secretary of Defense on POMS and the JPAM.
PROGRAM ELEMENT - A description of a mission by the identification of the
organizational entities, and resources needed to perform the assigned mission. Resources
consist of forces, manpower, material quantities, and costs, as applicable. The Program
Element is the basic building block for the FYDP.
PROGRAM OBJECTIVES MEMORANDUM (POM) - A memorandum in prescribed
format, submitted to the Secretary of Defense by the secretary of a military department or
the director of defense agency, which recommends the total resource requirements within
the parameters of the published Secretary of Defense fiscal guidance.
PROGRAMMING COST - Cost data for making program decisions. Programming costs
are based on sets of factors which will provide consistent cost data under the same, or
similar, circumstances, and which are directly related to the explicit elements of the
program decision.
PROJECT - A planned undertaking having a finite beginning and ending; involving
definition, development, production and logistic support of a major weapon or weapon
support system or systems. A project may be the whole or part of a program. A
Designated Project is a project which, because of its importance or critical nature, has
been selected for intensified project management.
PROJECT MANAGER - The individual responsible for executing an approved project,
within well-defined boundaries of time, resource, and performance requirements.
PROJECT ORDER - A specific, definite, and certain order between Navy activities for
work or manufacture of supplies, material or equipment; which, for the purpose of
obligation, assumes the characteristics of orders or contracts placed with commercial
enterprises.
PROMPT PAYMENT ACT - Legislation that requires the Federal Government to pay
interest on late payments made on contracts and purchase orders.
REAPPORTIONMENT - A revision of an annual "apportionment" during the fiscal year,
either upwards or downwards.
REAPPROPRIATION - Congressional action to restore the obligational availability,
whether for the same or different purposes, of all or part of the unobligated portion of
budget authority in an expired account. Obligational availability in a current account
may also be extended by a subsequent appropriation act.
RECEIVABLES - A collective term used to describe amounts due or to become due from




RESCISSION - A legislative action which cancels budget authority previously provided by
Congress.
RECLAMA - A formal appeal in the DON/DOD decision-making process through which an
issue that has been disapproved (in whole or part) may be resubmitted for further
consideration.
RECONCILIATION - A process in which Congress includes a budget resolution
"reconciliation instructions" to specific committees, directing them to report legislation
which changes existing laws; usually for the purpose of decreasing spending or increasing
revenues by a specified amount by a certain date. The reported legislation is then
considered as a single "reconciliation bill."
REFUNDS - Recoveries of excess payments which are for credit to an appropriation or
fund account. These items, such as the recovery of a salary overpayment or a return of
the unused portion of a travel advance, will not be included as reimbursements, but will
be treated as reductions of disbursements. Refunds will also include credits to an
appropriation, or fund account, due to accounting adjustment relating to obligations or
disbursements, where such procedure is permitted by law or regulations.
REIMBURSABLE EXPENDITURE - An expenditure made for another agency, fund, or
appropriation, or for a private individual, firm or corporation, which subsequently will be
recovered.
REIMBURSABLE OPTAR - Funds provided by a tenant to a host command in return
for the host's providing specified and mutually agreed upon services.
REIMBURSABLE WORK ORDER (RWO) - A request to provide a product, or service,
to the requestor which may entail expenditure of labor, material, services or
subcontractual support to fulfill the request, and with funds coming from outside the
activity's allotment.
REIMBURSEMENTS - Amounts received by an activity for the cost of material, work, or
services furnished to others, for credit to an appropriation or other fund account.
REPROGRAMMING - The transfer of funds between programs of an appropriation; a
shifting of funds from the original purpose for which they were justified by Congress.
REQUEST FOR CONTRACTUAL PROCUREMENT - A reimbursable order normally
used to provide funds for direct citation on contracts or requisitions. These citations are
of the requestor's fund, vice those of the performing contracting activity.
RESCISSION BILL - A bill, or joint resolution, that provides for cancellation, in whole
or in part, of budget authority previously granted by the Congress.
RESOURCE AUTHORIZATION - Title of the Funding Document NAVCOMPT 2168-1,





RESOURCE MANAGEMENT SYSTEM (RMS) - The formalized system by which the
Navy tracks and accounts for financial resources provided to, and employed by, Navy
ashore commands within the Operations and Maintenance Appropriation.
RESOURCES - Resources consist of military and civilian personnel, material on hand
and on order, and the entitlement to procure or use material, utilities and services.
RESPONSIBLE OFFICE - The office, bureau, systems command, or Headquarters, U.S.
Marine Corps which has assigned the responsibility for overall management for all
programs financed by an appropriation. The Director, CNO Fiscal Management Division
(OP-82) is the responsible office for all Navy appropriations, except RDT&E^N
appropriation. The Headquarters, U.S. Marine Corps is the responsible office for all
Marine Corps appropriations. The Assistant Secretary of the Navy (Research, Engineering
Systems) is the responsible office for RDT&E^N.
RESPONSIBILITY CENTER - An activity listed in the Standard Navy Distribution List.
Several activities may be combined in one responsibility center when the individual
activities are considered small enough to justify the combination, or when operational
requirements make the combination necessary. Although the term "Responsibility Center"
has recently been replaced by the term "Fund Administering Activity", it is still frequently
found in naval directives.
RETAIL STOCK - Control of requirements for this material is determined by the local
retail stock point based upon guidance from the Fleet Material Support Office. (Material
is pulled to the stock point.)
REVENUES - Money collected by the federal government as duties, taxes, or as
premiums from social insurance programs.
REVOLVING FUND - A fund established to finance a cycle of operations, in which
reimbursements and collections are returned for reuse in a manner that will maintain the
principal of the fund; (e.g., working capital funds, industrial fund).
SECONDARY ITEMS - DON stock fund material, a large quantity of which are
relatively inexpensive. Items include consumables, repair parts, and depot repairables.
SEQUESTRATION - The automatic process of reducing federal outlays, invoked through
the Office of Management and Budget and the General Accounting Office, when the
Congress and the President are unable to enact appropriation acts that meet the Gramm-
Rudman-Hollings mandated deficit levels.
SERVICES REQUEST - An order for services to be performed; issued by one activity,
organization, or private party, to another. Documents utilized for this purpose are the
Order for Work and Services (NAVCOMPT Form 2275), Requisition (DD Form 1345), and
Request for Issue or Turn-in (DD Form 1150). The accepted order is the basic source of




SNAPSHOT - The estimate of the projected deficit for the upcoming fiscal year; made by
the Congressional Budget Office and the Office of Management and Budget, on August 15
each year, under the provisions of the Gramm-Rudman-Hollings Act.
SOLE USE FACILITY - A building or structure that is designated for the exclusive use
of the receiver. Identifiable costs are reimbursable.
SPECIFIC JOB ORDER - A job order established for the accomplishment of specified
work, with an estimated completion date, and for which summarization of cost incurred is
desired upon completion.
SPENDING PLAN - A fund administering activity's documented budget execution plan
detailing how it intends to spend that fiscal year's funds.
STABILIZED RATES - Rate stabilization is the development and utilization of
predetermined rates for billing customers for work.
STANDARD DOCUMENT NUMBER - A 15 character number assigned to each
document; prepared and processed as inputs to the financial system. The first six
positions represent the unit identification code (UIC) of the issuing activity.
STANDING JOB ORDER - A job order established to provide for services in connection
with the maintenance and operation of the activity during a specified period.
STORES ACCOUNT - An account reflecting the cost and/or the quantity of supplies on
hand, and available for issue.
SUBHEAD - A four digit numerical, or alpha-numeric number, identifying the first level
subdivision of an appropriation; used primarily for administration, accounting and control
of an appropriation.
SUCCESSOR "M" ACCOUNT - Upon lapse of annual and multiple-year appropriations,
the obligated, but unexpended, balances merge/transfer into the Appropriations Successor
"M" Account.
SUPPLEMENTAL APPROPRIATION - An appropriation enacted as an addition to a
regular annual appropriation act. Supplemental appropriations provide additional budget
authority beyond original estimates, for programs or activities which are too urgent to be
postponed until the next regular appropriation.
SUPPORTING ACTIVITY - An activity that provides only services to another activity.
SURCHARGE - A specified percentage of costs added to the regular charges on a
customer's bill. Normally the customer is a government department outside the
Department of Defense, a foreign government, or private party.




TENANT ACTIVITY - An activity that uses facilities and receives support from another
activity.
TOTAL OBLIGATIONAL AUTHORITY (TOA) - TOA is the total amount of funds
available for programming in a given year, regardless of the year the funds are
appropriated, obligated or expended. TOA includes new obligational authority;
unprogrammed or reprogrammed obligational authority from prior years; reimbursements
not used for replacement of inventory in kind; advance funding for programs to be
financed in the future; and unobligated balances transferred from other appropriations.
TRANSACTION (FINANCIAL) - The conduct of business involving the participation of
two or more parties, for the purpose of exchanging goods, or services, for money or other
considerations. A transaction is comprised of various stages before completion. The
function of an accounting system is to identify, classify and record transactions.
TRANSFERRING - Moving funds between appropriations; requires prior approval from
Congress.
UNDELIVERED ORDERS - An undelivered order is any document, meeting the criteria
of an obligation, issued for material or services that have not as yet been received by the
ordering activity. It includes material requisitions (also applicable to reimbursable orders)
issued for material to be delivered from a stock funded inventory; purchase orders issued
which cite annual appropriations; and overhead materials requisitions issued by modified
industrial activities whose operations are principally financed by reimbursable orders.
UNDISTRIBUTED DISBURSEMENTS - Disbursements not processed by the
authorization accounting activity against obligation records.
UNFUNDED REIMBURSEMENTS - Unfunded reimbursements result when work, or
services, are provided without a specific order. Reimbursement for user charges (i.e.,
commissary surcharge) and jury duty fees, are examples.
UNFUNDED REQUIREMENTS - Those programs and functions which cannot be
performed within the constraints of the funding control numbers assigned to an activity.
UNIFORM CHART OF EXPENSE ACCOUNTS - The Uniform Chart of Expense
Accounts provides a basis for classifying, and charging, all expenses to the Navy for doing
business. It facilitates comparisons and combinations of budget and accounting reports,
and brings budgeting and accounting information into line with the programming part of
the FYDP.
UNLIQUIDATED OBLIGATIONS - Outstanding obligations with no matching
expenditures.





VOUCHER - Any document which is evidence of a transaction, showing the nature, and
amount, of the transaction. It usually indicates the accounts in which the transaction is
to be recorded.
VOUCHER NUMBER - A serial number assigned to a voucher used to make payments
to a contractor for delivery of supplies, or performance of a service.
WARRANT - An official document issued by the Secretary of the Treasury, and
countersigned by the Comptroller General of the United States, by which monies are
authorized to be withdrawn from the Treasury. Warrants are issued after appropriations,
and similar congressional authority, have been enacted.
WHOLESALE STOCK - Stock requirements and availability is determined by the
appropriate wholesale Navy inventory control point. (Material is pushed to the stock
point by the appropriate inventory control point.)
WORK MEASUREMENT - The process of establishing performance standards in terms of
hours per work unit. Some of the principal techniques used are: stopwatch observations;
synthesis of predetermined standards; work sampling; and statistical inference from
historical data. The principal purpose of the standards is to compare the work performed
with the manhours expended. Such information may be used for personnel planning,
work scheduling, budget justification, and cost control.
WORK UNIT - Work units are measures of output that express volume of work;
conversely, manhours and dollars are measures of input required to produce work units or
perform work.
WORKING CAPITAL FUND - A revolving fund used as a source of financing for work
that will be paid for by the customer after the completion of the job.
WORK-IN-PROCESS ACCOUNT - Temporary investment of cost into customer requested
work which, as yet, is unbilled.
YEAR-TO-DATE (YTD) - Cumulative totals lodged against job orders, or cost accounts,
from the beginning of the fiscal year to current date.
ZERO BASED BUDGETING (ZBB) - A systematic process in which management
undertakes the careful examination of the basis for allocating resources, in conjunction
with the formulation of budget requests and program planning. Generally, ZBB involves










NAVPGSCOLINST 4235.2 25 Sep 86
NAVPGSCOLINST 3900.1 13 Oct 83
NAVPGSCOLINST 3900.2 8 Dec 83
NAVPGSCOLINST 3900.4 11 Mar 87
NAVPGSCOLINST 4235.2 25 Sep 86
Management and Financial Control
Procedures For NPS Operating Funds.
Administration and Management of
Research Reimbursables Received at
NPS.
Chair Professorships
Management of Research at NPS
Under Direct Funding.
Management and Financial Control









NAVPGSCOLINST 4400.2 11 Jan 89
NAVPGSCOLINST 7200.1E 15 Apr 83
NAVPGSCOL NOTICE 7200 14 Apr 89
A guide for procurement and
disposition of material and supplies.
Provides basic information about NPS
supply services and preparation of
required documents.
Accountability of Books Purchased
through Reimbursable Research Funds.
Requisition/Receipt Procedures for
Supplies.
Policies and Procedures for Purchasing
Restricted Items.
Fees & Expenses to Visiting
Lecturers/Consultants.









Sets forth Federal Travel
Entitlements.
NAVPGSCOLINST 4650.4B 22 May 87
NAVPGSCOL NOTICE 5050 27 Apr 89
NPS Travel/Country
Clearance Handbook
Policy for Official Travel Performed By
NPS Personnel.
Reduction in Military and Civilian
Travel Costs.
Document preparation procedures for
travel outside CONUS.
LABOR:
NRFCWASHINST 7410.3A 30 Dec 83
Department of the Navy,
Office of Civilian Personnel
Management




Sep 86 Managing To Payroll Desk Guide.
Delegation of Position Classification
Authority and Position Management
Responsibility Consistent with Payroll
Management.
TRAINING:
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MOVEMENT OF HOUSEHOLD GOODS (PCS MOVES ONLY)
EQUIFMENT RENTAL/LEASE
MAINTENANCE MINOR PROPERTY
MAINTENANCE ADP MINOR PROPERTY
MAINTENANCE PLANT PROPERTY






CONSUMABLE SUFPLIES (NOT ADF.RSS.GSA OR NSC]
ADF SUPPLIES
GSA SUPPLIES
NAVY STOCK SUPPLIES (l.e.,RSS AND NSC)
60 DAYS TEMFORARY QUARTERS S US I STENCE ( PCS
>
REAL ESTATE EXPENSES (CIVILIAN PCS MOVES)
MINOR PROPERTY ACQUISITION (NOT ADP OR GSA)
GSA MINOR FROPERTY ACQUISITION
ADP MINOR PROPERTY ACQUISITION
PLANT PROPERTY ACQUISITION (NOT ADP OR GSA)
ADP FLANT PROPERTY ACQUISITION
GSA PLANT FROPERTY ACQUISITION
COMMERCIAL PRINTING










Military Personnel-Includes the cost of the services of active force military
personnel computed at the standard rates. Excludes the cost of trainees and
urusalgned personnel.
Military Trainees-Includes the standard rate cost of officers, cadets, midshipmen,
and enlisted personnel (including recruits) undergoing permanent change-of-
station training at a service or civilian school, training center. Industrial con-
cern, or similar organization, and who are assigned to student detachments (for
workload purpose, work units will Include all students, regardless of source) (for
use only by the Bureau of Naval Personnel and Headquarters, U.S. Marim Corps).
Military Personnel Unaligned- Includes the standard rate cost of patients,
prisoners, and other military personnel not identifiable with a specific function
and not otherwise accounted for, such as personnel AWOL or missing for 30
days or more and personnel awaiting separation or duty assignment regardless of
where located (for use only by the Bureau of Naval Personnel and Headquarters,
U.S. Marine Corps).
Purchased Equipment Maintenance (Intra-DOD)-Includes cost of purchased
maintenance, overhauls, restricted and technical availabilities of ships, overhauls
and progressive aircraft reworks (PAR's), and rework and repair of equipment,
vehicles, and tanks when purchased from organizations within the Department
of Defense.
Travel of Personnel-Includes the cost of travel and transportation of personnel as
defined for object class 21. Includes transportation such as commercial trans-
portation charges, rental of paasenger<arrylng vehicles, mileage allowances and
tolls, subsistence for travelers such as per diem allowances, and Incidental travel
expenses such at baggage transfer and telephone expenses. Also Includes per
diem allowances of a civilian traveler and immediate family and round trip ex-
penses of transportation to seek permanent residence quarters incident to
permanent transfer or reemployment. Travel costs will be costed to the cost
account for which the travel Is performed (see par. 075164 for funding policy
concerning permanent change-of-station (PCS) expenses}.
Transportation of Things, Military Airlift Command-Includes the cost of transpor-
tation of things as defined for object class 22 when shipment Is made via Military
Airlift Command.
Transportation of Things, Commercial Air-Includes the cost of transportation of
things as defined for object class 22 when shipment is made via commercial iu
Excludes shipments made via contract hire aircraft (QUICKTRANS).
Transportation of Things, Military Sealift Command-Includes the cost of transpor-
tation of things as defined for object class 22 when shipment is via MSC.
Transportation of Things, Inland Transportation-Includes the cost of transporta-
tion of things as defined for object class 22 when inland shipment is via rail,
truck, or other Inland transportation.
Transportation of Things, QUICKTRANS-Includes the cost of transportation of
things as defined for object class 22 when shipment is via commercial contract
hire aircraft.













Transportation of Things, Other— Includes the cost of transportation of
tilings as defined for object class 22 when shipment is not covered by one
of the types of shipment described for expense element codes F through K.
Utilities and Rents— Includes the cost of heat, power, water, gas, electricity,
and oilier utility services except transportation and communication serv-
ices. Includes the cost of rents of land, structures, and equipment (other
than transportation equipment). Corresponds to the utilities and rents por-
tion of object class 23.
Communications— Includes the cost of communications as defined for that
portion of object class 23 identified as communications services. Includes
chnrges for the transmission of messages from place to place, contractual
telephone and teletype service, postage (other than parcel post), rental of
post office boxes, and telephone installation charges.
Service Ttnnsfcrs, Unfunded— This element of expense will be used to ac-
cuinuliitc the unfunded (military personnel services) charges and credits
made within the same operating budget. Includes charges and credits
resulting from functional category transfers, cost center transfers, and
overhead application or distribution. The net total of this element of ex-
pense for the operating budget will be zero. A worksheet should be
prepared lo ensure that the benefiting job orders and expense element code
() m c dunged and offset by credits to the applicable job order and ex-
pense- clement code O. The net result by "expense element" will be zero.
Purchased liqiilpmcul Maintenance (Commercial)
—
Includes cost of pur-
chased inniiilciwince, overhauls, restricted and technical availabilities of
ships; ovcihuuls and progressive aircraft reworks (PAR's); and rework
and repair of equipment, vehicles, and tanks when purchased from com-
mcicial sources or organizations outside the Department of Defense.
Purchased Services, Other— Includes the cost of other servics as defined for
object class 25 except for purchased equipment maintenance as prescribed
in expense element code P. Also includes storage of household goods in-
cident in permanent transfer or reemployment.
Ahciafl l'OI — Includes the cost of propulsion petroleum and interrelated
additives and lubricants consumed by aircraft in flight operations (excludes
POI consumed during maintenance).
Ship l'OI —Includes the cost of propulsion petroleum and interrelated ad-
ditives and lubricants consumed by ships and service craft assigned to ships.
Supplies
—
Includes the cost of all other consumable items as defined in ob-
ject class 26, supplies and material (see par 026002) except for those in-
cluded in expense elements R, S, and V for fuel. Also included is aircraft
POI. consumed during maintenance and the cost of O&M funded end items
of equipment having a useful life of less than I year. (To be effective
through 30 March 1985).
Supplies— Includes the cost of all consumable items as defined for object
class 26 (iilso includes aircraft POL consumed during maintenance and
the cnsi of OA.M funded end items of equipment having a useful life of
less than I year) except those included under expense clc. 'nts R, S, and









includes estate costs, subsistence of traveler and immediate family while
occupying temporary quarters, and allowance for miscellaneous moving
expenses incident to permanent transfer or reemployment.
Other POI.— Includes the cost of petroleum, oil and lubricants used for other
limn aircraft or ship propulsion, such as fuel used in heating, generating
power, milking artificial gas, operating motor vehicles, operating powered
nioleriuls handling equipment, labor-saving devices, and service craft
assigned to commands and staffs, special combat forces and shore stations.
FY 1988—Equipment. Includes the cost of end-items of equipment defined
in object class 31, Equipment (par. 026002) purchased with O&M funds.
Includes plunt property classes 3 and 4 (equipment and industrial plant
equipment respectively) with a unit cost between $5,000 and S14.999.99,
;u ul 1 1 iosc Items costing in excess of $15,000 which qualify for O&M financ-
ing (Navy Stock Account issues or standard items; i.e., items listed in the
Management List—Navy, not carried but authorized for local purchase).
Also includes minor property with a unit value of less than $5,000 and
oilier plunt property equipment items listed in pars. 036301-4 or 036401-2
excluded from plant property reporting.
FY 1987—Equipment. Includes the cost of end-items of equipment defined
In object clnss 31 Equipment (par. 026002) purchased with O&M funds.
Includes minor property with a unit cost of less than $5,000 and other
plant property equipment items listed in pars. 036301-4 or 036401-2 ex-
cluded from plant property reporting. Also includes those items costing
in excess of $5,000 which qualify for O&M financing (Navy Stock Ac-
count issues or standard items; i.e., items listed in the Management List
—
Navy, not carried but authorized for local purchase).
FY 1986— Equipment. Includes the cost of end-items of equipment defined
in object cluss 31 Equipment (par. 026002) purchased with O&M funds.
Includes plant property classes 3 and 4 (equipment and industrial plant
equipment respectively) with a unit cost between $1,000 and $2,999 99,
and those Items costing in excess of $3,000 which qualify for O&M financ-
ing (Navy Stock Account issues or standard items; i.e., items listed in the
Management List—Navy, not carried but authorized for local purchase).
Also includes minor property with a unit value of less than $1,000 and
other plant property equipment Items listed in pars. 036301-4 or 036401-2
excluded fiom plant property reporting.
Other Expense— Includes the cost of types of resources not otherwise pro-
vided for, such as Investments and loans, grants, subsidies, and contribu-
tions, Insurance claims and indemnities, interest and dividends, payments
in lien of taxes, incentive awards for military personnel, and other insignifi-
cant costs, I.e., costs which do not exceed one-tenth of 1 percent of the
lolal uctivlty budget, or $500, whichever is greater.
Printing and Reproduction— Includes the cost of confractual printing and
reproduction work (such as work done on printing presses, lithographing,
and other duplicating), related binding operations, photostating, blueprint-
ing, photography, and microfilming.









Service Transfers, Funded—This element of expense will be used to ac-
cumulate the funded (other than military personnel services) charges and
credits made within the same operating budget. Includes charges and credits
resulting from functional category transfers, cost center transfers, and
overhead applications or distributions. The net total of the element of ex-
pense for the operating budget will be zero. A worksheet should be
prepared 10 ensure that the benefiting job orders and expense element code
Z are charged and offset by credits to the applicable job order and ex-
pense element code Z. The net result by "expense element" will be zero.
Aviation Depot Level Repairables (AVDLR)— Includes the cost of all NSA
7k Cog Aviation Depot Level Repairable (AVDLR) material. (To be ef-
fective beginning 1 April 1985).










CODE COST CENTER SUB-COST CENTER DEFT SAG SFG
001 02 AA SUPERINTENDENT MZ A8
002 02 AB COMPTROLLER FF D1
004 02 AC C I V P E R S FF D1
005 02 AE SAFETY FF D1
006 02 AF JAG FF D1
009 02 AG EEO FK S 1
003 02 A J INTCONTROL FF D1
07 02 AK EXEC ASST FF D1
CC2 1 C2 AL STAFF PCS FF D1
3 H M 02 AN flight surge::: MZ A9
Cl 01 BA PROVOST ::: A8
-0 1 A 01 Br MISS PCS MZ AS
c;4 14 CA D E A N ACAD MZ A6
OUT 14 C5 COM? C T R . M2 V 1
CH2 1 4 cc L I 5 T; A P. Y MZ A 6
U27 14 CD I N S T R TV MZ AS
C 146 14 CE M A N G INFO SYS MZ A6
03 03 DA DIR PROG MZ A8
3 A 03 DC AVIATION SAFETY MZ AT
036 03 DD EMD MZ A6
36 P 03 DE PRINT MZ A8
30 ' 03 DF OPS RES MZ A6
31 03 DC AERO MZ A8
32 C3 DH EE/CE MZ AS





CODE COST CENTER SUB-COST CENTER DEFT SAG SFC
23 03 DJ WEAPONS MZ A8
331 03 DK ASW MZ Ac
34 03 DL NAV ENG MZ A8
35 03 DM AIR OCEAN MZ A8
36 03 DN ADMIN SCIENCE MZ A8
37 03 DP COMP TECH MZ A8
38 03 DQ I N T E L L MZ A8
39T 03 DX C 3 TRAVEL MZ AS
39 03 DP C3 MZ AS
3 5 03 DT INT N L MZ A6
03T 03 D'J TEXTBOOKS MZ A8
3
* 3A DB CIV INST MZ AB
j 3 1
L
3A DS LAW PRO G MZ AE
03 V 3 A DV VGEP M2 AB
04 G4 E A MIL OPS FF D1
4 1 04 EC ADMIN FF Dl
42 o n ED SUPPLY FG E 1
4 2E 04 EE EDF FK S 1
4 2M 04 EF MAT D I V FG E 1
44 04 EH POLICE FV LI
it 6 14 EJ CHAPLAINS FK S 1
47 04 EK FAM SVCS FK 51
151 04 EL OPEN MESS FL SI
'4 5 2 04 EM REC FL SI
2jc 04 EN UPH FJ SI
452C 04 ER CHILDCARE FL S1





CODE COST CENTER SUB-COST CENTER DEPT SAG SFC
44 F OU ES FIRE FD D1
04F ou ET BASE PCS FF D 1
^3A 4 A FA COMM/PHONES FN LI
43B HA FB TRANS FR L7
i4 3D HA FD UTILITIES FC N 1
-4 3E 4A FE ENG SUPPORT FD P 1
«J3K iJA FK AUDIO MZ A8
4B iJA FL BOAT FL S 1
tl 3 C hb FC MAINTENA N Z E HI FA M 1
^3F kB F r CONST R1 FB R 1
v-H HC FK M A I N T Y.2 FA M2
«»3J HZ FJ C N S T R 2 FB R2
05 05 CA DEAN' I N F MZ AS
52 05 GB COMP SCIENC.E MZ A 8
53 05 GC MATH MZ A8
5 ^ 05 GD ADMIN SCIENCE MZ A3
55 05 CE OPS b Z SEARCH MZ A8
56 05 GF NSA MZ A8
01 1 05 GH DEAN ED MZ A8
7 1 05 GJ ASW ACAD MZ A8
73 05 CK E W ACAD MZ A8
74 05 CL C3 ACAD MZ A8
06 06 £h DEAN SCIENCE MZ A8










~>E COST CENTER SUB-COST CENTER DEPT SAG SFC
61 06 HB PHYSICS MZ A8
62 06 HC ECE MZ A8
63 06 HD METEOROLOGY MZ A8
67 06 KE AERC MZ A8
68 06 H F OCEAN MZ A8
6 9 06 H G M E C h ENG MZ A8
12 06 HH RES ADMIN MZ A8
12 06 HJ SPACE MZ A8
06A 06 HP PCS G S / W G MZ A8
FMT-FOREIGN MILITARY T R / I N I N G
305A FT KA FMT SUPPORT MZ DA
? 1 FT KB FMT BOS FF DA
C 2 1 FT KC FMT TEXTS FF DA
3FM FT KD FMT TRAVEL MZ DA
H5 IF FT K E FMT COM "0" FL DA
0^ F T KF FMT M I L P FF DA
^3 p T KG FMT PW FD DA







UIC FISCAL TYPE OF DEPT'S ASSIGNED
FOR NPS YEAR DOCUMENT. SERIAL NUMBER
N £J2271 90
TO = Travel
T6 = Training; i.e., se1556
MD = Miscellaneous Documents;
i.e., sf 2277, Honorariums
RV = sf1164 (Claim for Reimbursement)
RQ = Requisition/Contract; i.e., Supplies,
Overnight Mailing, dd1155
PT = Printing
CS = PCS (Only) Travel Orders
RC = Open Eids; i.e., Public Works (Only)












001 Superintendent/Aide AA AA0dtf-AA999
0000-0010
002 Comptroller AB AB0«^-AB999
0011-0020
004 Civilian Personnel AD AD^-AD999
0021-0030
005 Safety Office AE AE^-AE999
0031-0040
006 JAG AF AF$^-AF999
0041-0050
009 EEO Office AG AG00^-AG999
0051-0060
003 Internal Controls AJ AJ000-AJ999
0061-0070
007 Executive Assistant AK AK^0'-AK999
0071-0080
0021 Staff PCS AL AL(^0-AL999
0081-0090






01 Provost's Office BA BA000-BA999
0111-0120
01B First Duty PCS BB BB^-BB999
0121-0130
01A Faculty PCS BP BP^^-BP999
0131-0140
014 Dean of Academic Admin CA CAd00-CA999
0141-0150
0141 Computer Center CB CB^tf-CB999
0151-0160






CODE OfFT HE /DEPARTMENT CENTER SERIAL NUMBERS
0142 Library CC CC000-CC999
0161-0170
0142T Library-Inst. TV CD CD0^-CD999
0171-0180
0146 Management Infor. Sys CE CE<^-CE999
0181-0190
014A 014 PCS Moves (GS/WG only) CF CF|J0^-CF999
0191-0200
03 Director of Programs DA DA0(^-DA999
0201-0210
031 Civ Inst DB DB$tftf-DB9990211-0220
034 Aviation Safety DC DC00tf-DC9990221-0230
036 EMD DD DD000-DD9990231-0240
036P Print Plant DE DE0V7/0-DE9990241-0250
30 OR/SA Program DF DF00ef-DF9990251-0260
31 Aero Program DG DG000-DG9 9 90261-0270
32 EE/CE Program DH DH0V^-DH999
.
0271-0280
33 Weapons Eng Program DJ DJ^^-DJ9990281-0290
331 ASW Program DK DK^jb^-DK9990291-0300
34 Naval Eng Program DL DL^-DL9990301-0310
35 Air/Ocean Sys Program DM DM0^-DM9990311-0320
36 Admin Sci Program DN DNf^-DN9990321-0330










37 Computer Tech Program DP DP0^-DP999
0331-0340
38 Naval Intel/NSA Program DQ DQ0<#-DO.999
0341-0350
39 C3 Program DR DR($0^-DR999
0351-0360
39T C3 Travel DX DX£f0^-DX999
0361-0370
031L Law Program DS DS^jtty-DS999
0371-0380
0305 Int'l Ed Coord DT DT^ff-DT999
0381-0390
03T Text Books DU DU^^-DU999
0391-0400
03V VEGEP DV DVpV0-DV999
0401-0410
03A 03 PCS Moves (only GS) DY DY«^tf-DY999
0411-0420
04 Director of Mil. Ops. EA EA^-EA999
0423.-0430
41 Admin/Central Files EC EC^0-EC999
0431-0440
42 Supply ED ED^rf-ED999
0441-0450
42E EDF EE EEd^-EE999
0451-0460
42M Material Div-RSS/HHG EF EF^00-EF999
0461-0470
44 Physical Security EH EH0^-EH999
0471-0480
46 Chaplains EJ EJf^-EJ999
0481-0490
47 Family Services EK EK^-EK999
0491-0500










451 Open Mess EL ELjrftf*f-EL999
0501-0510
452 Recreation Dept EM EM0j^-EM999
0511-0520
49 UPH Office EN EN000-EN999
0521-0530
452C Child Care Center ER ERtf<#-ER999
0531-0540
44F Fire Department ES ESdptf-ES999
0541-0550
04G GYM EU EUW-EU999
0551-0560
041 Intramurals EV EV00J0-EV999
0561-0570
04B BOAT EW EW0W-EW9 9 9
0571-0580
04F Base OPS (PCS only) ET ET0'(//5-ET999
0581-0590
43A Telephone (LI) FA FA000-FA999
1521-1570
43B Transportation (L7) FB FB0O^-FB999
1571-1620
43C Maintenance (Ml) FC FCO0p'-FC999
1621-1720
43D Utilities (Nl) FD FD0V0-FD999
1721-1770
43E Engineering Support (Pi) FE FE0(#-FE999
1771-1820




















43K Audio Visual FK FKd00-FK999
1931-1980
43L Hazardous Mat. FL FL000-FL999
1981-2090
05 Dean of Info & Pol Sci GA GA^-GA999
0591-0600
52 Computer Sci Dept GB GB0#0-GB999
0601-0610
53 Math Dept GC Gc6tf(f-GC999
0611-0620
54 Admin Sci Dept GD GD0titf-GD999
0621-0630
55 Ops Research Dept . GE GEQ'eC^-GE9 99
0631-0640
56 NSA Dept GF GF0>0/-GF999
0641-0650
Oil Dean of Edu. Dev. GH GH6^-GH999
0651-0660
71 ASW Acad Group GJ GJ^^^-GJ999
0661-0670
73 EW Acad Group GK GK0IW-GK999
0671-0680
74 C3 Acad Group GL GL^dtf-GLggg
0681-0690
05A PM05 PCS(GS/WG only) GM GMtf00-GM999
0691-0700
06 Dean of Science/Eng HA HA00tf-HA999
0701-0710
61 Physics Dept HB HB0#O'-HB999
0711-0720
62 Elec/Comp Eng Dept HC HCf^-HC999
0721-0730
63 Metorology Dept HD HDrf0V-HD999
0731-0740






CODE OFFICE/DEPARTMENT CENTER SERIAL NUMBERS
67 Aeronautics Dept HE HE000-HE999
0741-0750
68 Oceanography Dept HF HF00jrf-HF999
0751-0760
69 Mechanical Eng Dept HG HG0tfjrf-HG999
0761-0770
012 Research Admin HH HH00/5-HH999
0771-0780
72 Space Sys Acad Group HJ HJf)0d-HJ999
0781-0790
06A PM06 PCS (GS/WF only) HP HPd0V-HP999
0791-0800







CODE riFFTCF/pEPARTMENT CENTER SERIAL NUMBERS






















042 PAO (External-1190) JC JCd00-JC9993341-3360
0020 OPN
0021 Official Representation Fund
0021 O&MN IPA Costs




0021 DRMEC IMET (65522)
0021 NPS IMET EE (62271)





















52 - COMPUTER SCIENCE MZ
ND MZ 53 - MATH MZ XY MZ000-MZ999
5877-5880
ND NZ 54 - ADMIN SCIENCE MZ XY NZ000-NZ999
5881-5884
ND PZ 55 - OPS RESEARCH MZ XY PZ000-PZ999
5885-5888
ND QZ 56 - NSA MZ XY QZ000-QZ999
5889-5892
ND RZ 61 - PHYSICS MZ XY R2000-RZ999
5893-5896
ND SZ 62 - ECE MZ XY SZ000-SZ999
5897-5900
| ND TZ 6 3 - METEOROLOGY MZ XY TZ000-TZ9995901-5904
ND UZ 6 7 - AERO MZ XY UZ000-UZ999
5905-5908
ND VZ 68 - OCEAN MZ XY VZ000-VZ999
5909-5912
| ND UZ 69 - MECH ENGINEERING MZ XY
WZ000-WZ999
5913-5916
ND xz 71 - ASU ACAD MZ XY XZ000-XZ999
5917-5920
ND YZ 72 - SPACE MZ XY YZ000-YZ999
5921-5924
ND ZY 7 3 - EW ACAD MZ XY ZY000-ZY999
5925-5928
ND ZX 74 - C3 ACAD MZ XY ZX000-ZX999
5929-5932








CENTER CODE-DEPT SAG SFC SERIAL tf'S
ND ZW 012 - RESEARCH ADMIN HZ XY ZW000-ZW999
5933-5936
CHAIRS
CR 01 52 - GRACE HOPPER MZ XY 01000-01999
5817-5820
CR 02 54 - ELSTER-MPTA MZ XY 02000-02999
5821-5824
CR 03 55 - COMP SYS HZ XY 03000-03999
5825-5828
CR 04 55 - TACTICAL ANALYSIS MZ XY 04000-04999
5829-5832
CR 05 55 - APPLIED SCIENCE SYS MZ XY 05000-05999
5833-5836
CR 06 61 - UNDERWATER ACCOUSTICS MZ XY 06000-06999
5837-5840
CR 07 62 - ELEC/ENGR MZ XY 07000-07999
5841-5844
CR 08 63 - RENARD MZ XY 08000-08999
5845-5848
CR 09 68 - HANNAH/MC & C MZ XY 09000-09999
5849-5852
CR 10 68 - NAV OCEAN MZ XY 10000-10999
5853-5856
CR 11 68 - ARTIC MARINE MZ XY 11000-11999
5857-5860
CR 12 69 - MC 6. C HYDROGRAPHY MZ XY 12000-12999
5861-5864
CR 13 73 - ELECTRONICS MZ XY 13000-13999
5865-5868
CR 14 74 - JOINT C3 MZ XY 14000-14999
5869-5872














12 MA 53 - MATH MZ XY MAOOO-MAZ99
4469-4560
12 NA 54 - ADMIN SCIENCE HZ XY NA000-NAZ99
4561-4652
12 PA 55 - OPS RESEARCH MZ XY PA000-PAZ99
4653-4744
12 QA 56 - NSA MZ XY QA000-QAZ99
4745-4836
12 RA 61 - PHYSICS MZ XY RA000-RAZ99
4837-4988
12 SA 62 - ECE MZ XY SA000-SAZ99
4989-5172
12 TA 63 - METEOROLOGY MZ XY TA0OO-TAZ99
5173-5272
12 UA 67 - AERO MZ XY UAOOO-UAZ99
5273-5364
12 VA 68 - OCEAN MZ XY VAOOO-VAZ99
5365-5548
12 WA 69 - MECH ENGINEERING MZ XY WA000-WAZ99
• 5549-5640
12 XA 71 - ASW ACAD MZ XY XA000-XAZ99
5641-5684
12 YA 72 - SPACE MZ XY YA000-YAZ99
5685-5732
12 ZA 73 - EW ACAD MZ XY ZA000-ZAZ99
5733-5756
12 ZB 74 - C3 ACAD MZ XY ZB000-ZBZ99
5757-5816
12 ZZ 012 - RESEARCH MZ XY ZZ000-ZZ999
5937-5944





Time and Labor Codes

Time and Labor Card Codes
LIST OF WORK CODES





73 Advance Annual Leave
74 Advance Sick Leave
75 Compensatory Tiae Earned
76 Compensatory Tiae Taken
77 Military Leave
78 Court Leave; Adainistratlve Leave
79 Approved Leave Without Pay (LVOP)
81 Absence Without Leave (AVOL)





Figure H.l Time Card Work Codes
CODES USED ON LABOR CARDS ONLY
01 Regular Hours
C Overtiae
Figure H.2 Labor Card Work Codes
Appendix H
Page (311)
Time and Labor Card Codes
CODES USED CN TIME CARDS AND LABOR CARDS
A Dirty Work, Cold Work, or Hot Work performed within Basic Workweek
AC Dirty Work, Cold Work, or Hot Work performed on Overtime
B High Work performed within Basic Workweek
BC High Work performed on Overtime
D Work at Extreme Heights (100 or more feet and on Open Structures,
such as tower, smokestacks, etc.) performed within Basic Workweek
DC Work at Extreme Heights performed on Overtime
E Fibrous GLasswork - Welding performed within Basic Workweek
EC Fibrous Glasswork - Welding performed on Overtime
F Holiday Work
K High Degree Hazard Poison work performed within Basic Workweek
KC High Degree Hazard Poison work performed on Overtime
L Duty Aboard Surface Craft - Ground Work beneath Hovering
Helicopter performed within Basic Workweek
LC Duty Aboard Surface Craft - Ground Work beneath Hovering
Helicopter performed on Overtime
P Sunday Premium for Graded Employees; or Total hours worked on
Sunday by Ungraded Employees
PA Dirty Work, Cold Work, or Hot Work performed on Sunday within
Basic Workweek by Ungraded Employee
PB High Work performed on Sunday within Basic Workweek by Ungraded
Employee
PK High Degree Hazard Poison Work performed on Sunday within Basic
Workweek by Ungraded Employee
PS Second Shift Work performed on Sunday within Basic Workweek by
Ungraded Employee
PT Third Shift Work performed on Sunday within Basic Workweek by
Ungraded Employee
PL Restored Annual Leave used
S Second Shift Work performed within Basic Workweek or on Overtime
by Graded Employee; or Second Shift Work performed within Basic
Workweek by Ungraded Employees
T Third Shift Work performed within Basic Workweek or on Overtls* by
Graded Employees; or Third Shift Work performed within Basic Work-
week by Ungraded Bnployees




Standard Form 52 Guide

SF 52 Guide
DEPARTMENT OF THE NAVY
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SubJ: SF 52 GUIDE (REOJES'S FOR PERSOHNE. 'POSI'IO* ACTIONS)
Re': («] FP» Supp'ene't 296-33
En:'. (1] Guide fc Preparing ir»e Subc-ttmg Sr 52
1. Ru-rcse c p.t -, s' fe S r 5^ ju'de fo r p-e^a- - -; ane submitting Re»$onne'/Po$' tic
fe a'' supervises a*. Cb: and tenant activities se-«ice: Pj tie Civilian Pe-scnne"
Office.
2. Info*tiat'
a Tie*!,) inc accurate processing c' pe-sene 1 pes- tip'- actions is of vital nipetance tc
cga'^zaties anfi inaividua's. Dea^s (r process - "9 act'ors ti«j be caused b» 1mp rope'
co*p'etior 0' fo-»s 0' incomp'ete packages sutxr'tte; tc Z?Z. Subcnapte' 3. of reference (a)
provides seme gu'danee 11 comp'etlon of tie Sf 52s but 'eaves agencies ane activities free to
de»e':; the" o«" »c*e spe: - 'ic instructions. Enc'osure (1) has bee' deve'oped fo- guidance to:
(1) Me 1 ? Binlilze delays In processing personnel /position actions
(2! Advise managener: at serviced activities of Information required on 57 52s
(3) Prdde standardized formats for SF S2s; and
(«: Explalr how the prog-ess of SF 52 actions Is monitored using the C P C tracking
syste* anc ho» this svste* can pro»<de Information fo r your organization.
b. This guide has been distributed to supervisors as ar administrative tool only, to be
usee as a desk guide to processing personnel or position actions. Me* Federal policy and OP*)
and Navy guidance 1s Issued constantly and therefore this handbook should be not considered
Official Personnel Policy.
3. Action. If you have any questions or coawaents regarding Information in this booklet, please
call the Operations Division of the Civilian Personnel Office.
4. Forms . A new format SF-52 will be available In the near future fro* SCRVAART. Current
sty'1 * SF-S2s *rt acceptable until October 1986 when the new forms will became mandatory. This






This handbook has been written to provide guidance to supervisors on
preparation of SF 52s. Numerous examples of commonly used
personnel /position action requests have been included. There is
also a section on "Tips Concerning Requests for Personnel Actions".
Where appropriate, information and instructions reflect Managing to
Payroll concerts. There is a separate section on Managing to
Payroll which Outlines procedures to notify CPO of organizational
changes you mane under your deiegatea position management authority.
Submitting the correct pace-work *i tn eacr SF 5? action facilitates
process'ng c* actions and minimize delays. Section G. lists
documents required as enclosures for each type of action and some
exancies of tnese enclosures a r e included. Another section provides
guidelines for processing personnel actions fo r Student A'os.
The^e 's alsc a section on the CPC SF 52 Tracking System and the
S- 52 Kunoenng System. These and other program changes implementec
in CPC are outlined in a memo included in this section along with a
breakdown of how the SF 52 numbers are derived. The Operations
Division currently uses the SF 52 numbers on recruitment actions as
the Merit Promotion case number for the vacancy announcements.
The final section included is a Glossary of Terms which are either
included in this gu'de or which you may encounter during processing
Pe r sonnel /Posi tion Actions. If you come across any terms in the
body of tne guide with which you are not familiar, they should be
defined in this section.
Tms manual serves as in administrative guide only; as an aid to
processing personnel or position actions. Since new Federal policy
and OPM and Navy guidance is issued constantly this handbook should





REQUESTS FOR PERSONNEL/POSITION ACTION
==5a5SiE55E
CIVILIAN PERSONNEL DEPARTMENT









B. TIPS CONCERNING REOuES'S FOR PERSONNE. AC'IOnS
u . GLIDE r CR pre c ap:nG sr 52s





c. prc>:ess:n: personne.. acio
E. SF 52 SAMP.E 5
PWNAilhi TC P »*RC\.
TAB.E V ENC.CS.RES TC BE SUB*:"EC NITm ST 52
Optional For* 8 (PC Cove' Sheet)
JoO Analysis for Merit Promotion For»
Extension of T»porar> Appointment Nmk
Orginintlonil Changes aeec
*e«o to Pi/roll to Verify Student Aid Hou'S
TABLE OF DETAIL LIMITATIONS
7 52 TRACKING ANC MIMERIDG STSTEM























PROCESS!* POSITION AMC PERSOHHEl ACTIOMS
Responsibility fo r making decisions regarding the clviUan «ortforce rests «1th
iupervlsors. Supervisor, therefore, Initiate ill personnel action requests (ST 52s) eic*pt those
originated by CPC such is step increases, completion of probationary periods, and automatic
conversions, o r those actions Initiated by employees, I.e., name changes, resignations, and
retirements.
Ai 1 5? 52 Pe'so"neVPosl t''o r Action requests shou'e be hand carried to the "Information
Hanageawt £--Ou:' of the :t»-'iir Vfionnt' Cffice 1n Bid; 1«, fo' logging intc the CPC tracking
s/ste*, do n;». use gua-c mi-' for de'lve-y o' SF 52s. The ¥ 52 »111 be stanpee in ana routec tc
the apcoc'iate section c' tne Personne' Office.
2. PERSOME. AC'IOHS
te'sc-^e' actions pe rta" tc indivldua' e«:':..«fs a - : include:
a. *;>:!; -W; tc a- estat'isned position
b. P'ooctior fro* an est4t" - snec position tc another of a higne r g-aoe
c. Change tc lower grade e f *r established position
d. Reassignate-t fro» one established positio- to anothe- of the tame g'ade level
e. Resignation remcva', te^maticn, retirement, deaf, and rea uctlon-ln-fo-ce.
f. Leave with o r «itho.t pay
g. Reto-r tc duty
h. Detail
1 . Name Change
J. rOSITlQX ACT1QMS :
Actions regarding positions, either occupied or vacant, Bust not be confuted «i tn pertonnel
actions. Position actions are primarily of the following types:
a. Estab'isn
b. Cancel





4. ST 5? EXAMPLES:
Section t provides specific iint'ii of SF S2s for personnel inc position actions. If •
position action 1s concurrent with « personnel action, t seen -it* SF 52 will aoraaUy Mot be
nee dee fc each action. Eiemples Include; 'Recruit end Establish*. 'tecrvH. C«Ktl e*d
Establish", 'Promotion (Accretion of Duties) and Establish'.
5. KOUES^ FOB ATTIOWS tSAgD 0> APWISTMTiyr gTPS :
SF 52s »re Initiated for the following:
a. Existence of Vacant Position. Request to Recruit or a position.
t. Increase 1p Nuabe r o' Positions. Request to establish a new position or one
iw.'cs' tc inothe r pcs'tio r a Wad.* estab'lshee. The request to establish should be corabine-d
wit' tn« r-eoues'. tc recruit or the position if the position 1s tc be tc filled iae»ediately.
(See Sect'O' • ,
.
c. Dec-ease In Nuetoer of Positions. Reguest to cance' a position nc longe- needed, to
t'arsfe' tne position Kit' us functio- tc ancthe' o-garizatior,, or tc canee 1 pcsitior to •*»•.
directe: charges •• rr.i-ps.e- actno-izatlons. (See Sectior F).
(1) I' tne positior be'ng cance'lec 1s occupied and the encueabent is bein; transferred
tc another pcsitior •f. r the depa't»ert as part o* a reaMgnaent, the Positior Action request
•CANCEl" 1s coeitmee with the Personnel Action request for ••lASSISaDCaiT* of the employee.
(2; If ar occupied positior. 1s trtnsferred to anothe' organization or activity, the
eesp"o»ee «aj> be entitled tc move *itn the position but this type of action will usually require
t*c separate SF 52 Pe-sonnel /Pos1 Hon Action requests.
d. Redescriptlon of Duties and Responsibilities m Established Positions. All position
actio- -esuests tc estar'is" new positions anc cancel pos1t1o"s raust be accocapanied by a copy of
tne c : a«; *.* be eoaitmed with the request fo r pensonnel action tc promote on reassign the
Incumbent i f app-op-iate.
6. RtQJES' FOR ACTIONS gjlSEC 0» EWHQTEE KQUESTS :
Pa't IV of the SF 52, Employee Resignation, 1s for use by employees separitlng or
resigning, it Is app'op'iate fon the eaiployee to eoaaplete this part, 1n his/her own words, to
give notice of such ictions as:
a. Resignation
b. Separation for transfer to another agency
c. Separation for llltary service
d. Retirement





7. KEOUESTS rpt ACTIOwS RiQUIRXD [Of, KECOM CHAJgES :
The following c1 rcuwstances regulre adjustment Or notation 1n employee officii! records end
Mjr regui'-* changes 1r the Naval Civilian Personnel Data Sjrste* (NCPDSi database. It is essentia"
Out tne Personne' Office be advised prott;tly when such circumstances occur because salary
payments «nc reports used by other offices end agencies may be effected.
e. Leave without pay fo r o»er 30 Mrs
b. Retu'i to duty after • pe-ioc of LWOP
c. Name change
d. Deaf c' emp'oyee
t. Urn Cnj»ge [movement c' a- enjioyee wit" a position). If »ce tha* o^e emp'oyee 1s
invo'vee, a single Sr 52 nay se Submitted accompane: Dy a list of r.ames.
f. Cna'ge In official duty static 'geographical change wher no ctner change 1n the
emc'o/ee s assi gnme-t 's occu-mg.
j, Change • ' : cs't:c* Dese'ipt''o r numpe'
h. Charge ir tu'e of o*garuatior to Mcf postfo" Is assignee.
8. Sf 52s PREPARED AAD PROCESSED IT Tm£ PERSONNEL OFTICE:
Sf 52s for the following actions ft prepare and processed by the Personnel
Clerks ' As s. 1 stants 1n the Civilian Personnel Office:
a. Corrections
b. Death o f »r Eep'oyee
c. Kane Change
d. Retirement
e. Change 1n Life Insurance
For Name changes and Changes 1n Life Insurance, in appolntaent should be scheduled ahead of
time, with a Personnel Actions Clert of uie Records teem. Code 231. For Retirements, an
appointment should be scheduled ahead of time »1th the Employee Relations Division, Cod* 234,






9. KgQMSHIlITICS OF al>E»YISO>S :
Decisions about what jobs are needed ind where employees should be placed in the
organization o*1g1nate with the supervisor. The r<espons1b1l1tes In requesting actions *rt to:
«. Consult with the CPO m determining position requirements and technical ataact* «f
requesting c taking personnel or position action.
b. Nate sure that all e*ln1strat1ve requirements are mi before requesting the 90 tele
app-opriate action.
c. SuSf't required pe'sonnei c position action when specifically notified by the CPO fo r
tnese 'eq-i-ee fc compliance with the le» or directive fro* highe r authority.
10. PROCCDJRiS FOR CMCEUATIOK OF SF 52
C r :f e %• 52 nas bee' subr'tted tc the Personnel Office, Us p'og'ess through CPC 1s
t-ac«ee. If yo. wish tc can;e" the SF 52 , 1t 1s Important tc notify the Pe'sonne 1 Office
p*o»:t"y. Subirit a copy of the SF 52 that you wish cancelled, annotated 'Cance 1 " and signed (tee
Sam:'e * 2t 1r Septic E), to you 1- servicing CPC tear and the actlor will be cance'lec fro* the
tracking syster an; the o'ifllna" SF 52 returned tc you' department.
1 1
.
PRXeQjRES FOR RI T UR>ilM6 THE SF 52 TO THE DEPAJiTICir tfTTKOtT ACTIO
Wher a SF 52 needs tc be returned tempo-aMly tc the department without action, fc
e»ini sfative 0' ethe r reasons, the SF 52 shou'd be logged out of ou- trading systec by CPC
sta*f, p'io- tc it leaving the depa-tment. «he' the SF 52 1s returned tc CPC, 1t should be routed
as thougf it wee a ne» action and re-entered Into the tracking systea tnc should wot be
rttwntc directly tc you' Operations teas.
12. d:spcs: t io* of recores
Upon completion of the Personnel or Position Action, and efte- any Issuance and
distMbutior of a SF 5C , the SF 52 1s maintained by CPC. All SF 52s requesting Personnel Actions
.
pertaining tc an Individua 1 *rt filed 1n that employee's OFF, Mass Change SF S2s, or any SF 52s
affecting Bore than one Individual are »elnta1ned 1n files In CP0. Recruitment SF S2s are filed
1n the Opf of the Individual recruited Into the position;. SF S2s for Position Actions tot






TI»S COWCERKlNG RE3UES T S FOg PEP.S3QNE. »: T !0nS
i. errrcm dates mc T»g or submission -
**"} types of actions aj. not be MM effective retroactively because of legal
rtstrleHen. y 52s Bust be submitted before the des'rea effective aates fc such actions ts
appointments, details ove r 3C days, temporary promotions, reassignmerts, rno>i!s and
suspensions. Supervisors shou"a p-ep*t end submit SF 52s fo r ell actions is soor is the need
occt-s o- becomes know, usua' 1 ; at least JO days 1n advance o' the p'oposea effective aate fc
•11 actions otne' tnar r-tc-ui tuents.
2. >y*N:NG y r£ciii: ticn'
Tne te-ir "Rec rul tment" is usea «reneve- actio- 1s aes'-ec tc fill a position ana the
P'ospecf »e incumbent 's nc*. mow-. The name, SSK ana othe' relevant b^cks will be coe;'etei by
CPC a'te' a- individual his bee- se'ectee fo r appointment, promotion o- reassi gnme-:.
3. oron: z>~: dia, lxa'iox .
B'ocks 2' ens 26 should be filled m as eomp^teiy as pcssib'e. use me name ana code of
the office where the position 1s located as 1t appeals 1n the XCPDS organisation listing for your
activity tc Include bran:*-, division, aepa-ae"*., activity ana Cost Center/wort Center
Information. SF 52s without Coae or Cost Center/Kort Certer may be subject to aelays 1n
processing while you- aepa-tJie". <s contactee to obtain the Information.
4. COPIES
Supervisors should prepare el 1 SF 52s in two copies, sending the original (blue 1 to CPC to






6UI0E FOR PREPARING REQUEST FOR PERSOMMEL ACTIQMS
This section urn you trough the SF 52 fori block by block, Identifying Information raoalraa to
etch u« ST 52, Re». kotrmbtr 1985 11 used. All previous Issues trt obsolete.
Part 1 - Requesting Office:
I tew A. Each o*ganiiatior should ente' their internal SF 52 number 1n this block to cantrol
subrMsslon tc CPC. as outlined m the stales 1n Section E e$ SUP86149. This nmtotr
Bust be o' the SF 52 ahen submitted te CPC. those ST 52s without numbers are subject
tc delays wMle your Sepa-taw^t Is contacted tc obtain t rumcx-
.
Iter E. Ente r the name and telephone eitenslon of the person who 1s familiar with the action
«nd c« r fu-nisf additional information, 1f required (usually the department aer*ow»el
coc-c ir atO' , a«r1n1sfati»« assistant or the 1*»tdlate supervise).
Iter '- . rill fr tne km; of Pe'sonnel Action desired.
Rec.- w.s Bust state hetne r they are tc be permanent or temporary
e.g. •RECR.I'tCK" (PERHANEN* :* 0' 'RECR.ITkC*' TNTE 1 YH". If temporary , the tiio'
ft- tne recruitment bein; temporary sho.id be insertec in the remams block Iter I.
Pron-tiprs must state what type of pro»ctlor e.g. 'PROMC'IC* (ACCRETION Of DUTIES)' or
'PROMCTIOt. CAREER lADDER)'.
Petals : Tne 'Net tc E>ceed" numbe- of days date should be Inseted 1n this block eg
*E*'EhS:ot. 0-' DETAIc NTE 120 OATS' and not In I tan 2 (Remaps). (See Staple •$ 3, 4
and 5 In Sectior E ).
Tempcay "'•oeictiois : The 'not to Exceed* numbe' of days date should be Inserted 1n
tms block eg 'EiTEKSlOn Of TE»ORAR' PROWOTICW UTE 120 DAYS' and not In I tea I
(Remaps). (See Sample »s 12 and 14 In Section E).
Iter C. This 1s the date or which the personnel action 1s desired. For resignations, enter
date that the employee selects. Proposed dates aust reflect a reasonable aaount of
time in which tc coap'ete the action. DO HOT USE ASAP.
Recruitments : Use date that position »111 becoae vacant If subalttlng ST 52 to
replace a r employee who 1s transferring, retiring or resigning, otherwise leave blank.
Details : Put 1n date required.
Career Ladder/Ukf Promotion : Put 1n the date of the beginning of the P«y Period
following the date that the maployee *111 be eligible for promotion.
Resignation : Put in date employee requests.
* When at all possible without undue Inconvenience to the aapleyee or the department,





Item E. Include new and title of requester and the date the action 1j initiated. If the
signer o*Us the d«te, U should m stamped or written. Do not complete this block on
employee requested actions such «s LN0P.
Item F. mi 1n we kind of Position Action required; for example, 'ESTABliSH", 'CAJCEL* or
•CHANGE IN SENSITIVITY". leave blank for employee requested ectlons. If * new
position, 'ESTABLISH' should be Inserted in this block. Requests by the department
for in officii' Review of < position a-* no longer required as I separate 'REVIEW*
•ctlor 1n this block. The review process should be performed with your its1gn«d
Personnel "lanagement Specialist prior to subalsslon of any SF 52 rather thin after the
•etior 1$ requested.
Iter Z. Date 'eo.estec! position action 1s desired. Oe NTT use ASAP.
I tevr r. This fc'ock shows tie na«e ana title of tne person authored to epp"0»e the pe'sonne 1
actio" request, normally the Hanagln; to Payroll Kenage r . This clock ru> Be signec 6/
direction., ho«eve'. "lar.jjing ts Peyoll responsieil 1 ties cannot be delegated D>
di'ectior.
Date s'g"e: shOy'C be '•tte-, typed o- staaped a'te' slgnatu'e.
'.if :. Erte r any adC-ticnj' (rfonikitior neeaec to explain tne requested actio'. Host reme-ts
s"o.': se I'sfte: ir tr-s block ana not in clock 3" of Pe r t '.'., wnicr 1s fo' the
use c' CPC. Tns bloc aa.> a'so be usee tc transact explanatory informatior Insteao
of a- accoapar.yinj aemc. Irfcmatior tc be inserted ir. tM s block includes the
fol 1 owing:
tUlet Occupational Code - This should be inserted on »i
'
ST 52 actions as shown in
the Sf 52 examples m Section E.
•Security Clei-ance - AT recrbitme".s'reesslgnaents to Hon Critical Sensitive
positions shoulc state either "Security Clearance Required" or Security Clearance Not
required". Per all other recnjl tments or reassigneaents Insert remert only if a
security clea r ance _1_s required for the position. Further Information can be found 1n
NtPClNST 5521.1 o' 15 Ap' 82, the Na»y Civilian Personnel Security Progrea.
Sensitivity Change - ktust sute 1n this block the reason for change.
•Physical Requirements - sute 1n this block If a physical Is required for the
position.
•Amendments to info-mat' or submitted on previously submitted, related Sf 52s raay be
Included m this block. The SF 52 Number Must be referenced and the Information to be
•ended. (See Staple «s S, 8 «nd 14 In Section E).
"Special conditions of employment
•Information about positions to be filled
Indicate new wort schedule or change 1n the number of hours scheduled to wort







•Recruitments should Include the following Information 1n J im 1 If relevant:
Vice (kaae) employe* scheduled fc LWOP
(kaae) «*c hes accepted promotion
(»«•» wr,c It resigning
(kerne) who It retiring
All recrultaents expected te be filled by Merit Proaotlon except those for warlch t
register exists should be accompanied by « Job Analysis for* it sample of utile* 1i




Renting Official Is (end Ext)
Selecting Offldel Is (end Ext) '
First Level Supenrlsor Is (end Ext)..
ST 52$ fc- -ecoi trwts expected tc be filled using i reg'ste', or using othe r then
Ne--t f'oeict^o' pticedu-es (not «::c*p«niee by i Jot Analysis fon»; should ne»e the
fc'loB'n; 1r.'oTMtiO r in this bloct:
Seeding Offldel H (end Ext)
first Level Supervisor 1» (end Ext)..
Re:'.' nne".i *c Tewco r t-/ pcsUlons should include the reason for the recu'aent
being tempc-enj e.g. Cover«c by e Comaercie 1 Activities (CA) study.
«C«reen Ladder Positions must indicate at which level(s) the Jot 1s to be filled
e.g. GS 5/7/9 - Dc you wHr to recruit at the GS-5 end 6S-7 levels for prog-*ss1
tne GS-9 lev*' o- dc you wish to recruit at all levels?
on to
*? rotations in a careen ladder position - Insert phrase that states that employe* 1s
no* performing at the level of the proaotlon end performance 1s satisfactory.
Area of Consideration should be Included 1n this block for actions expected to be
filled by Merit Promotion (othen than by a regute-) as 1t 1s nc long*- on the Jot
Analysis for*. A saaple of the ne* Job Analysis for Merit Proaotlon for* 1s found In
Section G.
Pan II - Used For Preparation of SF 80:
I tea 1. Enter the nee* es shown on previous SF SOs for employe* actions. Eater tae eapl oy»* s
last nee* first 1n all CAPITAL letters, followed by the first mm or initial and
iddle naae or Initial as shown 1n the saaple SF 52s In Section E. Oe Nt enter
•Mr.*, 'Miss*. "Ms.* or 'Mrs.* or any other title. Complete this block en ell actions
affecting a specific employee, leave blent for recruitments.
Ken 2. Enter Sodel Security Number on ell ST 52 on which Item 1. (kaae) (s being completed.
Check SSN against previous SF SOs. Leave blent unless Item 1 1s completed.
SF 52 Guide
SF 52 su:d£
Ite* 3. Enter tie sensitivity designation of ill positions is fellows:
NS Hon Sensitive
IKS Nor Crlticil - Sensitive
CS Crlticil Sensitive
SS Special Sensitive
All Becuitaent ictlons for Non Crlticil - Sensitive (KCS1 positions should state 1r
Ite« \ »nether o' not I Security Cleir*nce 1s r*qu1r*d.
Ite* 4. Ente' Date of Birtr or ill SF 52 s for »hlcr, lt*«s 1 and 2 hive beer completed. Check
Dite of Birtn igitnst previous ST SOs on the employee.
Ite*s 5-i9 leive Blink
Iter- 21. Ente' pos't'O' title and PC numse' is show or employee's lis*. SF 50. Complete when:
a. *n« 'equeste: ictlon »o»es in en^oyee fro* a pos 1 1 1 o r .
o. Charge acfor places the employee ir a nonpar status.
c. *r acHc »c»es the encio/ee tc anetne- position.
o. *c".io-s that e«ten; c te rmnite a aetai'. tc unclassified duties.
Aspr«yntiors should not be used e.g. spell out "Supervisor/*, "Assistant",
"Specialist", "*ecnrlc1ir".
ItM 21. Enter the locitlor o* position is 1t ippears In the NCPDS rgar1iat1or listing tc
Include Depi't»ent, C_p4e, Brinch, Division, Activity ind Cost Center/Mori Center
(see ST 52 simples Ir Section E). It 1s not necessary to Insert Clock Nu»aPer on We
SF 52. SF 52s without Code o p Cost Cente r 'irc-k Certe' mj be sutject to delays w K 'ie
you' depa r t*ert 1s co'ticted tc obtain this InfoTMtlon. Leave this block blink for
PHfiS Pe''o-Bince A.a'ds ana PKJSS Cash A»irfls. This block Bust be completed for:
i. Separations.
b. Change actions that place in employee 1n i non-pajr status.
c. Any other change ictlon thit raeves employee to i different office.
ItM 22. Enter the Ply Plin ind Series as shown 1n the *To" portion of employee's last Sf 5C
e.g CS 0301. * 6907 or in ISIS. This block wit be completed for:
t. Sepiratlons.
b. Chang* action thlt places in employee 1n t non pay sutus.




Item 22. Ente' the grade as shown 1n the "To" portion of (JMployee's lest SF SO, eg OS, M
Or 11. Must b« cOMpleteti for:
t. Separations.
b. Change action wr. pieces in ««'e/*e In a non par status.
c. Any action that e»ves eewjloyee to a different grade or level.
!te*> :--:>. leave fclank. St«F, Sala-j *nd Pajr S«tU will be inserted by CO tuff.
I tee 2". Ente' position title enc PD* 1f known. Abbreviations should not be used.
Complete fo- »n actions except:
1. Cnange action that pieces the employee in a non pay status.
:. Separations.
c. Deia' 1 ; tc unc^assif iec positions
c. Can:e"'e: Poshes »Mcr r« not r^pia-ec (See Setrple # 2 ir Section l).
: :e- 2:. Ente" t"« 'ocatiO' c' position as It appea'S 1n the WC P DS O'ga'izatio' Ustin; tc
include Dep«-tne-t , Code
, B rancr, Division, Activity ang Cost Center/net Center
(see ST 5? samples in Section E). It 1s hot rvecesse-y to Insert Cloc« »uM£>e' on the
ST 52. V 52s without Code 0' Cost Center/no-i Cente' M) be subject tc delays while
yo»' dept'tfient is contacteC tc obtain this Information] . leave blank for:
a. Cnenge action that places employee In a non pay status.
b. Sep4 r atlons that at not immediately followed by appointment tc enothe' agency.
Item 25. Ente' the Pay Ple r and Series as shown on the Position Description cove r sheet, 0F8.
Leave blant for:
a. Details tc unclassified duties
b. Sepfation actions and actions that place an employee 1n a non pty status.
I tee 3C. Ente' the grade of the position, for eiample •09*, 11". For details to unclassified
duties, ente' *0C*. Fon details to positions that *rt classified and at a MmHer r
1owe' grade tnan the employee's current position, enter the grade of the position to
which the employee 1s being detailed.
Fc recruitments for upward Mobility, trainee, career ladder or any other positions
witn Multiple grades, enter all grades e.g *4/S' or "5/7/9/1 1 * . The grede at which







b. Change action that places an employee In i non pa; status.
Item 31 Oc not Insert Stet c Rate (tMs will be added by the Pe^sonne 1 Office) except 1f
the Personne 1 Action 1s an Incentive Award then the Step of the ewaraee My Be
Inserted 1n this block. (See Staple t 1 In Section E)
Itea 32. Do r»et insert Salary in this block, this will be added by the Personnel Office. If
the Pe'sonnel Action 1s en Incent1»e Award the amount of the award My be Inserted in
this block.
Ite* 32. Dc not Insert Pay Basis - This will be addec By the Pe'sonnei office.
Itetr 3'. Ente* locatio' of employee's official duty station. For these in U.S. ente-
"Ci ty-Ceunty-State" o r "City-State" as appreciate e.g. Pet N U eneae, Vertu-a, CA
Iter 35-36 it»*t Mark.
Iter 3". Pleas? ac net mse-t gene-a' 'wi'is in B'ock 37. (test 'ewks snoj'c Be inse'ted 1n
bloc i c' -a". '. . T re or'y --V-. that shouV Be i-se'tee - n this B'ock a-e those
that '' appea- S'-e:t'y en the Sr 5: suc^ as accounting aata !Jo: O r ae' humse-) 0'
Merit Pay Unit fo r pa/went o' an ewara.
I tee 36-39 Leave blank.
Part III - Clearances: (See Page 44 for Sample of back of ST 52 fori)
Itea A - C leave Blank
Part IV - Eaployee Reslgnatlon'Retlrement: (See Page 44 for Saaple of back of Sf 52 fc*)
i urn A. TMs block 1s used by employees to Indicate tuons fc resignation or separation, and
any othe* pertinent InforMtlon. For retirements the staff of the Employee Relations
Division will pr*par« the Sf 52 and Insert 1n this Block "I aa eligible and wish to
retire".
Itaa B. Used for date that the employee Intends to resign or retire, normally after a SF 52
Is submitted for a resignation, the action cannot be cancelled.
Item C. Employees who are completing Blocks A and 8 should sign In this Hock. Retirees sign
this block during scheduled appointment wit* Employee Relations Division staff of CPO.
Item D. All signatures aust be dated.
Item E. Forwarding addresses, should be Inserted by the employee for any retirement,






PRKESSIMG ACTIONS FOR STl/PEN" AIDS
Ptrvonif 1 /Position actions processed on behalf of Students employed under the Su/- m- School /
Summer Aid programs require slightly different treatment than those for other employees. This
program employs low Income end disabled students so they car resume or continue their education
without interruptions caused by financial pressures. These programs also promote Federal
employment is * :i^»e r option. Detailed Information on ill aspects of these progress c*n be found
1n the 'Supervisor's Guide for SIS/Summer Aid progress* available fro* the Civilian Personnel
Office; the following section serves to help managers end supervisors 1n providing these unlQue
employees with eccu'tte and timely personnel ectlons.
1. PERS0»»iE. ac*:ons
SF 52s fc SIS Sjwi*' »'ds should be fo->a'ded tc CPC In the seme manne' as ell otne r
Personne 1 'Sosltlo' actions. All SF 52s pe rt«in1ng to Student Aids ft fo-»a'dec tc tne S.'S Su*ae r
Aic coo'd'natc, Code 23U afte' being erte'ed in to the CPC tracking systeir. All Student Aid
appcmtae'ts are met tc Exceed 1 jtf (ntf. 1YR); all Summc Aid appointments ft if* appointments
specifically flu'ing 13 %t } - 3C Se; tac ytf. Personnel actions sncle be fewaraec tc tne
Civilian Persanne 1 c'fice fo r tne following:
a. Recruitment o f SIS'Summe r Aid: SF 52s should be accompanied by 1 copy o' tne PC
(no Jot Ana'ysis It required). If you r Job requires specific skills sucr as a 1 1 tt 1 e typing,
wooawor« etc.. mclude these in tne SF 52 in I tern I. Remaps. These stills shoulc also be
add-essec In the PC. Standanc PDs for Student Aids ha»e been prepared and ere available from CPC
Code 231E.
b. Promotion of SIS/Summer: Students are eligible fo r promotion afte' demonstrating
satisfacto-y pe-fo-mance a*d tne ability tc perform higher level duties. The minimum
qualification rtq ta « rements ft as follows:
(1) Cb'-l or MM: 520 hou's of SIS/ Summer Aid o r relevant experience
(2) G»-2 or WW-2: 1Q4C hours of SIS/Summer Aid or relevant experience OR
Graduation from Migr School 0*
Completion of 15 semester hours/22 quarter hours of college
(3) Sa-3 or m-3: This promotion may be submitted for a student enrolled full
time m college who is already a Gw-2 or *»-2.
2060 hours of SIS/Summer Aid or relevant experience 00
Comp'etion of 30 semester hours/45 quarter hours of college
Supporting documents verifying student's eligibility for promotion must be submitted
with the Sf 52 I.e. verification of tne number of hours worked, college transcripts. Nigh School
diploma. A copy of tne form you may send to Payroll to verify total hours under SIS/Summer is
included In Section 6 and Sample #13 In Section t shows tne format of tne Sf 52.
c. Conversion: If a student 1s mmployed as a Summer Aid and your department and the
student wish to continue employment during the fall, a Sf 52 should be submitted to CPC converting
ti» Student tc the SIS program and to Pan time Instead of full time. Eligibility requirements





fl. Chang* In Wort Schedule: All students My wort part tiae up W W
week. If the student wishes to perainently change their wort schedule, i 7 U saaald to
subletted to CPO Indicating the changes 1n the remarks section, I tea I. tne ctoaaes 1«vol**4.
* student 1n the SIS p-ogrer a«y work full tiae any tiae school It officially dosed and 1n any
iicii'O' period without subeUtlng t SF 52 but a aeaorandua to Payroll. Coo* 2421, Is requtrec
Inducting this temporary Increase 1n hours worked.
e. »eess1gna«nt: Any tiae a student 1s reassigned to t different dlrlrfea, ar 1*
issignec < different line of wort at the saar grade level, i Sf SI documenting tais ekaaae sHewld
be subir-tted to CO. This gives the student credit for «ot performed and allows tM) SlS/Saaa»r
Aid coodmatc in CPC to keep trick of where and how eich student 1s employed. Any dttnmt fa Job
site Bust be arranged m advance with the SIS/Summer Aid coordinator who must communicate wit* tfve
Mtgr School district.
f. Termination If the student drops out of college o r high school, receives their
bacca'au-eete (fou' yea--, degree o r does not aeet the financial reoulreaents of these programs
tne^ w 1 '* nc longe- be allcwee tc be enrolled as a SlS/Suame"- Aid and «1H be te'minated
i«me : t:t "» . ' st*oe-: nay else be d-oppeC fc- poo r performance or conduct after coordination
•t" Z Z Z a n s ade;^ate documertatior <s provided.
finan.ia. s'a"
Financia 1 e ' s • s ' 1 1 1 v fo- tne SIS.' Suae*' Ale p'og'air 1s chec«ee eaC tiae a p'-omctio',
appointment c- reappointment occu-s. Acceding to FPU 306. eligibility to continue 1n the
SIS Sjwt*' Aid c-og-«ff Bust be re-ver1f1ec before l personne" actlor car be coepleted. The
stude-T iitst p'ovioe tns ln'c»atior tc the Student Aid coordinator, 23U, at the tiae of the








This section lnc'udes eiamj'es of SF 52s for the foUowing types o' pe r sonnel /position actions.
Althougr the list does not cove'- ill possible types of actions, 1t includes ill the »*jo' Unas o'
actions that are processes.
SAMPLE * TYPE OF ACTIO* PAGE
1 AnARC (SSP) [This format aiy be used fc othe' incentive a«ards 21
eg QSI or PURS Award: The format for these 1s noted 1n []
2 CAnCEl POSITION 22
3 DETAIL TC ES'AB.IShEC POSITION .A' SAME GRAOE
;
23
t DE'AI. TC UNCLASSIFIED DUTIES 24
5 DETAI. EXTENSION 25
6 DETAI. TERXINA'ION 26
leave «:tho." pa» itwcsi 2"
6 ufcC c EX'EhSION 2S
9 RE'jRs TC D."< 29




12 PR0HC"I0>. [TEMPORARY) 32
13 PRCHC'.'ON OF S'JDES' a;: 33
14 PROMC'IOn (EXTENSION OF TEMPORARY PROMC'ION 34
15 CKANC-: TO LONER GRADE :FRlX TEMPORARY PROMC'ION; 35
16 REASSIGNMENT 36
RECRUIT [PERMANENT) /ESTABLISH NEN POSI'ION 3 7
16 RECRUI" (PERMANENT /ESTABLISH IDENTICA. ADCITIONA. 38
19 RECRUI T |PERMANEN',,'ESTAB.1S«EC POSITION 39
2C RECRUI" [TEMPORAR* 40
21 RECRUIT (UPWARD M06I.ITY) 41
22 SENSITIVITY CHANGE 42
23 RESIGNAMON ' 43
24 SUSPENSION 45
25 TEMPORARY APPOINTMENT (EXTENSION) 46
26 SF 52 CANCELLATION 47
These SF S2s trt staples only tnd are not copies of actual SF 52 s forwarded to CPO for action.
Soae departaent staff and department naaes. Codes, Cost Center/Wort Ccntar Included art fictitious
and sose ere reel Likewise, the dates and tlaefraaes are not accurate, they Just serve to
Illustrate where dates should be Included or the SF 52.
Since »ost of the SF 52 staples Included 1n this taction require ceapletlofi of only the first
aide of the fora, the following staples have bttn printed otck-to-btck with the eiceptlon of




fcTZZZT**"*" REQUEST FOR PERSONNEL ACTION
Part I—Rtqutitmg Offict-* sc compi«n Pa-: i, ue^s I ana 2Z 3« as ncettsaiy
CES704QA S. Stevens, X5801 03-25-6"
CASH AWARD $610 (or QSl]
»r»0iil E"»nx D..1
P. E. TAFOYA, Head, Seal i ft Support Dept.
' •»—r lev « G *'upm«l (xi^ 0«i«
Charles S. Smith, Jr., Deputy Director, CES
Sustained Superior Perfonnar:e Award
Or PMRS Award
BOC: UA?
P»n II— Fo- P'tptrilion ol SF 50
'
""eVTraSe, edna 156-11-8897 NS 03-15-32
I »«»»• * w-*m
)->C >»« 5- : * &m
t - i( * 1P*» _ &**
-m : i ;< •-
(6 *on Scwo.,4 -rao^n*-. . -#»' Waacn*
»-»*- «m 0-» ****^ » • -* > ^
» >urwr« =r tcttor »» .M
l#>C **# » •-rrr*
• ' -J *' <«r»
?C r*0»» fto»«r '« anc Sw-«m J - 10
Secretary (Typing)
PD# 24C1
|i Harm tre ^a^rxr 9 twaawj 3*<a T^v iTngi nee r Support Office Code 154
Seal i ft Support Depa r tJi>ent
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 01






X llliill^ Zam kJCmcr**
Muano ' UIC.»
Job Order # 7V4025
SSP
[PMRS UNIT = 02549R]






REQUEST FOR PERSONNEL ACTION
p»1 |—fltQUtttlng OMlCt — A'SC COmpl#ie P»rt ll lt#>rr>s i tn$ ?0 34 «s n*ce»*i'v
NCT7S102 K. Peters. X4575 01-24-67
K. Peters, Admin Officer
CANCEL 02/24/87
W. P. Ostag, LCDR, CEC, Executive Officer
Mhi imm «>*>•-
Position is cancelled due to reorganization of department, (see enclosed
organizational chart). Position is not encumbered.
BOC: 90T
»»- ll—f of r*ttp«r*lron ol S* SO
NS
j-'C *• o^»t
•— 1C • JC^% C*»"«
1 >->+~m ft-f !
»'—w - -*' **uar-»
»-».««, l-rian "-^
-> i#
>K W |>»t <#XT». K W '»C WOT
I
*rsr• f *» tJ wn. M *»!'»' «»»o»
Editorial Assistant
PCX 4822
Administrative Department Code SI




a »« »— x Him } !•»» >•
°^0*rT Hueneme, CA





'•» :-«~- m REQUEST FOR PERSONNEL ACTION
Pan I— FUquttllng Olfica — *sc comoie'e p»r n i»~s 1 «no 21 3< as ntcttu'y
ADM62204 Debbie Lono. X4582 Q5-12-B6
DETAIL NTE 1 2C DA y S
»'QpcMO Enari »• !
06-21-86
G. Lepore, Mgmt Engineering Ply Qjr
C ''llllll faaot I '« i a» ttyiiw raa tn« Oa*«.
J. A. Silvester, Command Admin Officer
*•**-.. &. >iamw*| OMc* fw»» *-*»-. -*<n t amo" 'w».«<aw a I 'win t^*w *w « ««. v»p i
an* nap *» U i
i a> ajnfjcaqa, i in « «v *»a *»4naaa» #*-4** va* nm lam ar i
Reason for Detail: To assist in accommplishing Information systems tasking
Supervisor During Detail: G. Lepore
BOC: IIP
Pan II—For Fvapintlon ol SF SO
BONESS, JULIA 0. 305-68-5768 NS 08-16-55
• w- Conp Oaa .um
I riwai tl] Cana jm
n (Haravt D«<| II Man Scftaouv < -»—«la« , -ail Wa
<-aj : I :•. . . ^o- «- ! »-»«-««. 0-»' Sauana »-»•>:
act* »: unr. n< *# 'VC urn
't e <ur ' 'W uni





Code 222Ajr- n' strat 1 ve C f *ice
Adm n Services Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC C222
Adr 1'ni strati ve Of'ice Code 221
Management Engineering Division
Naval Construction Battalion Center
Port Hueneme. CA
CC/VC 012C
fcrwir4 a C,a»» — 1' laila'6T jm X ianra ) iasa1 i "i I in iii a aa idGS 0344 05
p3rT"Hueneme, Ventura, CA
*-Mt Ca.a» I





REQUEST FOR PERSONNEL ACTION
Part l-RtQuemng OI(tct-*'SC complete P»n II llftmi 1 «nd 20 3* at oecti*4'y
A *9 *+W . UM t f» Adewo-.a- wmo"**!**" C** f%«»w #*e r«apnoMi s.~,o*
CEC764U Lois V. Brockett, X5655 13 Aug 87
C »»mtv>» VTw»r «*«^m;
DETAIL NTE 120 DAYS 10-11-87
t H»QM—M< » .S*^^« r «W WW P«W
Lots V. Brockett, Director, Training Support
F P*»n«r tew »—-— iw? C *'womc taacbw 0«# h «jpi a im *r (tftiwi f«» w Dam
R. E. YBANEZ, LCDR, CEC,
' ane ' *«* »*•» * i w tfn M*onj ay »h rrt^vo^ 0»u« < *** mm <«rn an * mw/m iam
Detail is to Unclassified Duties: Reason for detail 1s to work on new library filing syster
(A brief description of duties is attached)
BOC: TXA










»- <# '*C WVY, •C *# VC «««OT>
• t u »-< um
Library Technician
PD# 1005
















WrT1 Hueneme, Ventura, CA





Iwei . '»- s;
REQUEST FOR PERSONNEL ACTION
Ptl i-Ptgutl^ng Office — A'SC CO^D ft* ?»•' h*~s i ino 20 3* as i»cessi ,
A Fft AftffC* UN




M. Smith, Plans * Systems Director
C »'*?»»ft5 f "ft!*-* Oft4 M « 1 II «t It^nm^t '•• «M 0«a
S. E. Wine-, Comptroller
Reason for Ext of Detail: The project that Mr. Cox has been working is not yet complete.
Peouest AMENDMENT to S r 5? » CO* 7 5001 to Termination Date of 7 Jun 87. B0C: KCP
^in II— fo' P>»p«'»l<on 0' Sf 5C
cox, SIMQN A, 123-00-59e7 cs 03-1?-*?
3- 'C » Cmt
<- 'C p Co-*
s- : » »-•
• w-- GWC » <1M» • N»«nr«
) C** J< Cl
tn«r*»« Dw«
1 C< I-«T WW
!% t o on« uw
NO«C
»e -«*^. -» icrar
'C Mr 'K wot
Accounting Technician
PD* 00883
J' >— •*« I
Comptroller Office Code 246
Plans and Systems Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 0802
i] n.~i i ii n !' n«».~ .--s«-.s» In •—
GS 0525 06
Port Hueneme, Ventura, CA






REQUEST FOR PERSONNEL ACTION
Ptn I—Atqutitmg Olfict-A'sc rc-pieie *>" 1 lltms 1 ina 20-34 It n*c*(U'y
A *m AfVAtr J«* I ' » u»<yMk mt»MflMor ;m /%*«• r< r—phpiw -.--no* ,
COM76501 Sally Rodriaue*, 14593 ru.rvi-fp
C >>«W «»» »«!»«< * 'WW |H«Ck<« 0«M E Himiw n Kyw '«» aw ta
TERMINATION OF DETAIL 05-10-87
J. Gomez, Resource Mgmt and Ods Branch Mar
C »"Bpo»<c f»C»W 0*»
S. E. Miller. Comptroller
vw«uc» mV%3i
ri<r '9Qu*umc m t*ttBfM fifMiv aw « *x anew < • n*M •c-l »- i t«M'M 1AM
BQC: K9F
Pin II— Fo» Prtpiriilon of SF SO
COX, SIMON A. 123-00-596e NS Qf-15-5*
• - iC * Co™*
H-f" > C*





Comptroller Office Code 246
Plans and Systems Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 039?
Comptroller Office Code 2451
Accounting and Finance Division




GS 0525 05 GS 0525
x iaija 5 «»•«
05
Port Hueneme, Ventura, CA





REQUEST FOR PERSONNEL ACTION
P»n I—R*qut fling OHic« — *is: :;-c «• Pan II Utmt I »na 20-34 • » wtii .1,
» •» '>HC | UH
CED79310 Rita Loos X4934 n?rm.fi7
LEAVE WITHOUT PAY (LW0P1
KTE 90 DAYS
( WwNwa »i t^--»<^» r«t ww Qm*,
03-15-87
1 *ciat A^MMM
J. P. Draper, LCDB, USN. CEP Officer
I l*t i ftapM ttJWVOH >C—H pck^.^C «M MKV • S? U •aaer>i t» t*» nfn»a> mmatt «*-» —ti wi «r * up^m
LWOP from 15 Mar 87 through 15 Jun 87 approved due to PCS move of spouse.
BOC: PQB





4- .0 • Co-* \- 'C »• »*• Co
If *0" &OOM -P.rwrN . -tV |tUM
.
'-*••-•» 0-'"" Uiur* »»—f > C*




IF »„, «j auro*>




J Harm trv j*or It
Construction Eauiprent Dept
Shops Olvision
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 9503
M Harm *-r i-—-r a fcT«wn( :




shtvia—— 'i r jm • *•







REQUEST FOR PERSONNEL ACTION
Pifl I—ruautinng OffKt-* sc compin* P»T II M«ms I »no X 3« is rvecetm,
CED7931-5
i /<o*«v C«* fW**w »«0 f*
Ritd Loos, X4934 05-01-87
C Nm«—»w i n
EXTENSION OF LEAVE WITHOUT
PAY (LWOP) NTE 2 AUG 87
06-16-87
J. D. Draper, LCDR, USN, CED Officer
r canftCMIWH *» r» -m.*r\ —**< «um »-*»• •*•»• i*co «r * m^^i'* «a#»
LWOP extended from 16 Jun 87 through 2 Aug 87 approved to allow employee to seek Federal
Employment at new duty station of spouse.
Reauest AMENDMENT to SF 52 # CED7 9301 to Resignation Date of 2 Aug 87. BOC: FOB
Ptn II—For Prtp«r«lion 01 SF 50
JONES, Patrick W. 566-3^-2221
r » » Cm. ' Qa • **>
CS 11-26-45
I 4*i Cct*v Dm n — >
3- iC * C>**e ,-t0 * Op*
4- 'C * »** Come






t : AuT | if>C Aufor,
** •»# *> V*rxr* • i t*r ' -w A^rov,





-. «nt JOor « |<B|R 3V»
Construction tauipnent Dept
Shops Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 9503
IVSW "ft— 1 "—- -* a ~>i " i Oaaa—Cil i ..«»• -*~
TorT Hueneme, Ventura, CA





REQUEST FOR PERSONNEL ACTION
Pin i_Atgutinng Oihcff — A'&c :o^*.3'e:e p ai II hems i §nc 20 3< a& neeessvy
CEL79327
A T. lf»n«Mn td"<fi?
*«ow—i»o h fSywai^ nw «wa
in-cn -87
RETURN TO DUTY
I »-Minit En«c»» 0»»
11-22-87
' 'II Uv Mm C *VM |n«.^ I 'wn M •» i-^->**» Tmm *oa 0«*
J. Heath. C DP. USN. Executive Officer
' fcimii >i w—w—f O»o ptm I i vof i Hew — i « i^ww wfiwn in » »> M— *i
mm aucfl iVVl
Employee returning to duty after LW3 D to attend college.
BOC: TQE




I i*r. C*»"W 0«B <ll>t
3- <c » >»•:
I <| Mrgn SCW9.-W r*. -*. » -#, '
-tJ., ,
* ( •.. ^» * irmr
+TT-S-
•- r--
• ( K» •-> kjrcrr.
JC FROM »^»*or ' « «ne H***** ;• TO >ijmr r«i and **jrx»
Mechanical Engineer (Trainee!
PD # 6066
1 »**» trc uxmkt 9 twipttwg . •
Amph S Adv Base Departjnent
Field Logistics Division




^ f -»1 - :'«>(• « &W B - T I Till—
GS 0830 09
Port Hueneme, Ventura, CA
M naum'^M C*M I
t-(ua»e i-«i:»»
COMtMUtO On * vlMI «





REQUEST FOR PERSONNEL ACTION
Ptri I—Btquttllng Offiet-Ai»c c3Tic>e'» Pin II Ittms I §no 2&1* IS n«ctlt»'>
NMC70042 f
.
s. SaeiUL EMS Efi3fiS n?-in.B7
PROMOTION (ACCRETION OF DUTIES!
*r*ornta E«ac»<-* Dm
04-12-87
l * •* tt*)*m*0* '•*• w Ow»/
J. E. Shore. LCDR. MSC , Admin Director
CANCEL AND ESTABLISH 04-12-87
M»w aa •» It+jaaaw raa m &•»/
P. E. Daniel. CAPT. MSC. Commanding Officer
> « ra. I'M* V M w I—
a
^PMaj 'Mam *» vw tlfiMr —iii ium n#M wu »» 4 mww sam
Promotion due to Accretion of Duties.
BOC: N3H
••n II— f or rtp«r»iion o' SF SO
HILL. Janes W. 56C-94-838C NS QQ-;i-57
I Mr. ~~ar% Oaa i
1 'C » r>»i
t- ic > Co»>
»-io »• On.
It-or.
1 -»•» 1M C
'« W»0rt ic^»o^«
>V* U^ ~ " 1|1l I • -J > _M
iK ur »: »-»»»». • C h* ht>C <jro»,
• I *» '»* kuvcrv,
Practical Nurse
r TO •!!! Ta» «ne *v«»
Practical Nurse
PD* 3402 PD#
Dir. for Medical Services







Direct, for Medical Services








--m.0 «- ! = lar. 8 hiVllliMliri I ,n, ~
GS 0620 05
li ta>«*a 8 t—
-
Port Hueneme, CA
m ii mi Caa* i
•-MS C^a» l






REQUEST FOR PERSONNEL ACTION
Pin 1—Rtqui iltng Otlict — Aisc compe't °»" i Hems i »nfl ?0 3< at n»c*u>*'>
• '• <*^<C> UM • ' » «o0ao^» tA*o"*Mia^ _*• -•-«• i-ic r—0/mm iw»i
SUP78206 Sjinni W*<t« *dd7* ru_?n_8f
C >mw» ±n*r W—H—
<
>'oowtn [•>•(••« o*» e »<^fm > >v'»*'-'< '« •*" ^*-»
^PO'ICTION (CAREER LADDER) 06-20-86
M. J. Mackenzie. Director, SuddIv Div
' N— «—iM C P'wmme fiwct^ Owt
R. E. Steidle. CAPT. SC. Sunnlv Off<r.r
A*oti*,i », Ihm|w| One* w* l^-wi AcitfP 1MHM a ,*V"** *»" ana » ro. «^o» et t
The incumbent has been working satisfactorily at the GS-4 level and now meets the
Qualification requirements for promotion to the GS-5 target level without further
competition. BOC: ZQP
Pid II— For PrepinllOf! o' SF 50
W.'LSQK. GLENQi u. 521-34-5839 JtS_ 10-12-54
3- <C » D-uc
1 -»t LM (
l( Kaiwn » MMr
tfC »k» ' '»C <^DT-, > v» '»C
-4-
• I mt %j v^xm







ft mrw re Ltgjmr a t-
Supply Department
Operations Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 104
9 *ww -tr .
Code 690Supply Department
Operations Division






Port Hueneme, Ventura, CA C . .ill i l-HllMriMum '-m^»»






REQUEST FOR PERSONNEL ACTION
Ptn i—Rtquttnng QHict- * s- ca^r^'f °»- i: ne"<i ' infl ?0 3< is ntctlWy
SUP76593




• -» — wn» WOTMWII CW »*«*m# «*c mmvxvw s^w»
Sindi tfcis x*47fi
I llMim »f ?***•«*»•• '*» «v Omm.
n-n?-ft*
Elmer Q. Reyna. Marine Terminal Ply Director
G » mn * e t*mn— 0«w
R. E. Steidle. CAPT, Supply Officer
•«(«•
"*"'vice: G. Hernandez who is on LWOP. Employee has been Informed in advance of the
circumstances that make the temporary promotion, rather than a permanent promotion
appropriate, and that he will be returned to his regular position when no longer needed in
the h igher grade, whether or not the expected period has ended. BOC : ZJ
I
Pin II — For Pttp»r»ilo»i ol %f SO
WILLIAMS, Thomas N. 560-78-9349 NS 12-3i-5<
















Naval Construction Battalion Center
Port Hueneme, CA CC/WC 0592




Naval Construction Battalion Center
Port Hueneme, CA CC/WC 0593
WG 5210 10




I—Iirmn t—Kl :••» «
carrwutc on «vt*u m





REQUEST FOR PERSONNEL ACTION
Pin i—Rflqutltlng Off»ct — A'sc cohere *>•' i liems i iftO 20 34 at ntctHftVy
A0M822M6 Y. H. KETELS, Museum Director 10-26-67
PROMOTION (STUDENT AID)
* OPPMC (*•<:•-» D«*.
12-21-87
( WH.IWIB •? fffJHlMH r«M «A* Oak* j
Y. H. KETELS. Museum Director
G "aoo—e ENkm Dam M l«Bnj H », ItfJWMl Tm ana DaM);
J. A. SILVESTER. Command Admin Officer
Promotion following 520 Hours SIS (Verification Enclosed)
BOC: ZIC
»»n II—Fe' P'»pi'iltO" Ol SF 5C
EINSTEIN, Albert F. 583-95-0383 NS
r « Da a I
08-16-7;
• 5ar« _j-» Oaa rt » a
]-•(' 5i S- 'C » >•»
1 <*•* ^< c
• e Ma*** • Ar*iar>
'••c *» i ic *^-w-» ' C tjf '*C i±M*rr,
II V >f ^J-xrr • ( •«• ••
Student Aid
PD* SPD05
!> TO »[»»! TBI ,
Supply Clerk
PD# 6939
Admi ni straf ve Office Code 22M
CEC/Seabee Museum
Naval Construction Battalion Center"
Port Hueneme, CA
CC/WC 220M
Admi m strati veTffice Code 22M
CEC/Seabee Museum








a hi ii — Gaaa I







REQUEST FOR PERSONNEL ACTION
Pa/1 I—Atqutttmg OHiet-A's: comp'eit Pin n items 1 tna X 34 is n:»ui'»
SUP76593 Sandi H#ss X4476 n?.m.«A
EXTENSION OF TEMPORARY
PROMOTION NTE 03-1 5-87
02-16-87
( »»—l— Pi t$QM*09 Tm* W O—l
Elmer 0. Peyna. Harirve Terminal D1v Director
R. E. Steidle. CAPT. SuddIv Officer
• a mpmm i
Temp promotion is to replace G. Hernandez who is on LWOP. Extension reauested as Mr.
Hernandez has reouested extension of his LWOP.
Request AMENDMEN" to SF 52 »SL)P76509 to CLG date of 8 Jun 87. BOC : ZJI






J- <C ' >%K
<_,C ». Co-*
4->C »• On*
1 Cm j-. i
It NOr> hrwoua
-«iCIQ l-Ktan »-»» r > CM
li-C *T ! t-C *^^orr » : tar >»C wot,
M *» iM •urxrr.
I TV» m »««itt»
Rigger Leader
PD* 4014




Naval Construction Battalion Center
Port Hueneme. CA CC/WC 0593
B SVlbanni D Sra . —• xlai** CM Era*
WL 5210 10
Port Huenwne, CA





REQUEST FOR PERSONNEL ACTION
•n i— Rcqutiling Offict — * s: cc^.p'e't e§n li ii»tis i aiid X 3« IS ntctm<)
CEL74398 A. T. Ken«iMn, X4382 01-23-87
CHANGE TO LOWER GRADE
r,gpoM< I««C»« -'«.
03-15-87
l *—*jmvmc »> fly^Mt i < mm mm Ottmi
J. Hood, Div Oir, Technical Services D1v
G *-m ii ir E*km Dm* " ' u •> ttmpm '« a» an* Om
J. B. Caughman Jr. CAPT, CO, NCEL
•«• aoar» t V u
I #r * MPfM
Action returns employee to lower grade from temporary promotion 5 Dec 86 - 12 Feb 87
requested by SF 52* !EL74319
BOC: 6AB
Ptn Ii — Fo* Preparation of SF JO
Hi&*ot>ES, rokal: w. 'T23-00-4739 NS 01 -0"1 -42
I W- Corr &, <
S-'C • 3n«




» -•»- — '- -•»' iw>





>: w >tc jw
l| ! « »-< <^»T, • E Whf "Jot.








Support Ope r ations Department Code L24
Technical Services Division





on s Department Code L24
Technical Services Division
Navel Civil Engineering Laboratory
Port Hueneme, CA
CC/WC 6097
"irmr" 'iTT 'Wfm"-*w <— .' ».^ > lain
N
PorT^Hueneme, CA





REQUEST FOR PERSONNEL ACTION
»,r I— Rtguoiing Oflict — *'sc c:^: in Pn II Herns 1 »no 20-34 >i ntcttu'y
A '*> *+•-< , *J** • *» *dtti«na> W>w»* -•* ffWWt «n0 tjipHIWi v-W'
SUP66235 S*ndi Hess. X4476 05-23-86
C •«»»<• »cw »••—»o C * goomc Else*.* D«« 1 Hi——< ** fSyww — '• »W Owi
REASSIGWENT 07-05-86
C. M. Rowan, Director, Warehouse Division
C *hh il (««:... Dm
07-06-86
R. E. Steldle, Capt, SC, USN
vm tumc* * V Ml
Incumbent 1s currently on a Career Ladder position with a target level of GS-1087-5.
Reassignment would be to a position with promotion potential no higher than currently held
position. BOC: ZAJ
Pen il — for Preparation of S r SO
COOPER, R0DNE v M. 239-56-6735 NS 05-U-60
j- ic ew*t
' IM »«v»» « ir»«r
>l *» m «jr«r*
Editorial Clerk (Typing)
PD* 4892
Office Information Systems Clerk (Typing)
PD# 6119
Supply Department Code 622
Admi n /PI anni ng/ Inventory Di vi si on
Admin Services Branch
Naval Construction Battalion Center
Port Hueneme, CA CC/WC 0301
Supply Department Code 622
Admin /Planning/ Inventory Division
Admin Services Branch
Naval Construction Battalion Center
Port Hueneme, CA CC/WC 0301
8 nullum
GS 1067 04
n ii to——am i ..»•.-• i <•• > %**
GS 0303 04
"Krt Huenewe, Ventura, CA






»>•»«» o •»- 12
REQUEST FOR PERSONNEL ACTION
Ptn t—W*qut»ttnq Offic*— Aisc co^d ei« Pgri M He^s i mc 20 3« «s ntce«*'v
CES706AR





r IM^Mim fer f>yni»» r« an* 0«m
J. Mpreland. Equipment Engineering Branch
ESTABLISH 04-12-8?
Charles S. Smith. Jr.. Deputy Dirorfnr rFSO
} iwmmi *v ~* v*f*mm rmu* u*m **— wcu m * mptm w«
Security Clearance Is Reauired for this Position. Advertise for 4 weeks
AOC: DOD Activities Nationwide Ranking Official: R. P. JoneT, X5891
Selecting Official C. Smit*. X4314 First Level Supervisor: J. Mpreland. X3486 BOC; EBfi
Pin II— for Pitpititlon o' SF 50
tr - -.-» • Om • I
5- '» • Oh
1 -«-• «l •
0-<^ 5.
0_r-
»? N«»\jr» »• AC««r
* *# »-: *»*-w-> »c k» >»c
<»C •»# I \-> Kjerr* •K *»'•»*
Mechanical Engineer
PD*
Civil Eng-neer Support Office Code 153A
Eouipment Engineering Branch
Naval Construction Battalion Center
CC/WC 0501
nimit ~- XtaraO B n -i -i i -i i« i •!'-• i
• GS 0830 12
» DM *«>-
Port Hueneme, Ventura, CA






REQUEST FOR PERSONNEL ACTION
Ptrt I— RtQueidng OfflCt— A'SC :ot e * °i" II Mtms I »nc ?0-3< ts nectsiav
A *m *f WCT JM
COH72440
• ' » mcKcrj •~~7 -%»or Cat lH*mm «vw
U»ry IMnn Y«i?fiQ 30 Apr 67
RECRUITMENT (PERMANENT) 21 Jun 87
M. Burleson, Mana ger , Payroll Arrt Rranrh
ESTABLISH
) »i /$***»#• '«• «w Ovti
21 Jun 87






to establish Identical Additional developmental position to be
-5. If filled below GS-5, promotion may be made to higher leve
ions are met, Promotion is Not Guaranteed. To be filled from








P»n ll_Fo' Pr»p«r§i>or o< 5^ 50
Hi.
» i»- Oonc Da i
1- >C >ut
«-'C » Co-m
1 jr> JO I
t ftfln WM^*
~n






Comptroller Office Code 2421
Payroll Accounting Branch
Naval Construction Battalion Center
Port Hueneme, CA
CC/VC 0592
B »%»vi^ammrmlm In &**• LtwHi &«•« {a !«•>
GS 0544 3/4/5
Port Hueneme, Ventura, CA
cof^ojto on dflfli an





Kraa 11 '<-- !:
REQUEST FOR PERSONNEL ACTION
P%t\ i—Btqut»tmg Of f ic» — A's: co~>pi«i« e»'' H Mems i and 20 34 as ntcMtiy
PMR70C34
• *» *AM«n« Wxmi» C* (Hv*m i
Karen SadJMX. »7n 01.77. R7
RECRUITMENT (PERMANENT)
C *npo— c i%»^ Dan
03-22-87
Ray A. Salmons. Supv Procurement Analyst
r fffnw ra» an* dm
Ray A. Salmons. Supv Procurement Analyst
^i M •* »iw>"| OAct i*«f S*tf< —ii • «e««* '•«*<•'#« j r<ygf»i tiyi>w «mc « >« k— •> iMNOlVUl 'IIIWI W VW '**^n«ar jmjm MM* *! «Ctl Or * MP* »« *«••
Vice: D. Karpinski who "is resigning. Advertise for 3 weeks
Security Clearance Is Reauired for this Position AOC: Fed Employees 'S. California
Selecting Official: P. Salens, X3491 First LeveTTupe'-yi sor j F. Bassett X2196 BOC : FA6
Pt/r. II—Fc Pitot'tuor a' St 50
NCS
I %m> Cow* Oma n m «
J Cm LM 1
•-*»-» ^ )-
'8 *w» 5c*»ev« > -
-«r: i :• i->
N-PI > Cj»
'•» •»«
>» h* * k^^rr-^
LIk
••I *# •j *a»*»». • I K* »->
?; WO* »fl»«o: '«• •/< Sww
Procurement Analyst
PD< 5355
' * fc"UUW » OMs
Procurement Mgmt Review Branch FAC0212




fo r t Hueneme, Ventura, CA





REQUEST FOR PERSONNEL ACTION
l»»n 1—RtQutitmg Qfflca— Attc co^D'»i« P»- r Hems 1 »nc 20 34 IS itctiut
PWD78801 Ada Allen, X4537 03-25-8"'
RECRUITMENT TNTE 1 YEAR
*iihiih ihkm Ba»
10 May 87
c » i.i in « rtt —i ra» w tax*
S. L. DAVIS. Director, Ma1nt/Util1ties D1v.
' N— aa»» « c »n—t Eiwcni o...
D. G. MORPIS. Public Works Officer
S»»vi * aiMiwj OMn laaoar S*a)»**«0rt ' ar'«v '•vwvwm « » n*i iai iimnmm* M'Mv •-«- V I
•*• mm" m V U i
Position 1s temporary as work reau1r«d 1s not expected to last more than 1 more year.
Advertise through ASP (APPLICANT SUPPLY FILE)
Vice: E. Martini who 1s retiring 5 April 87 BOC: BDG
p>(n II—Fw Prtpantlon 0> S? SO
NS
4- '5 » Zt>~*
»-i0 •< Or-r
It-am
J 'jr% j* fj
K wan ScraKwv
a,.-» .- ;•_ ]-•»•»








r tmrm arc i
Public WorkTTepartment Code 870
Maintenance/Util ities Division
Building Trades Branch
Naval Construction Battalion Center
Port Hueneme. CA CC/WC 1851
S *» *«" 1i i a i am n -. — • — • _i •« B Va«r
'ww >a* a L
rff^Hueneme
, Ventura, CA






REQUEST FOR PERSONNEL ACTION
Pin i — RtQueitmg OMici-A s: comp «:« Pi" H tie^s l ind 20 3* as <^t<»«sj'>
SEC71225 G. T. Fuller, X4S95 02-05-87
RECRUITMENT (UPWARD MOBILITY) 04-23-87
G. T. Fuller, F1re Chief
"establish
" >WBilO l "wv^ Q»w
04-23-87
John J. McCarthy, Security Officer
*•*»•*»! »» » l»lli^ O-tCS f**Pm S.4W" ten * MM" H»tWC 9 I 'TPD ll l i^-^O- «ntf * p«h I
4W «n«r « * V U
» men #n t mwm
Recruitment for Upward Mobility Position. To be filled only at the GS-3 or 4 level,
Target is GS-5, developmental to GS-7
Duration of Announcement: 2 weeks A0C : CBC Selecting Official: G. T. Fuller
Ptn II— For *rtpir«llon O' if SO B'Jl ! ULB
. «-— «». I or < Dm • »»
NS
J- 'C Dw »-'[• »«•
lfMrv> CM< >C «9i Vvevw I W law ;-W S»oer*
1
-* * —• n r~ ii— »—n > c*
'
-»»• — Q-rr In i n-r O -^
~-t *m~r. I
t-C kjt »-: <*-it*> ^ V* kC h^cr*
<tt IUt llM V^r. '•E »» IK
GS-5 PD# 3913




' f~* *"* -3CM7 V C^Pn^l _-*^CT
Security Deparunent
Fire Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 1102
OVIn » »— »Mli»iM»ln - hart
'^rsbTP'" "jt? '
PorT Hueneme, Ventura, CA






REQUEST FOR PERSONNEL ACTION
Pin I—A»cut»nng on.cf - * s; :.-ott p »" n lltmj i tng ?0 3« n n*ctssa>r
NEE 7 21IA Joanie Millar. X4747 rn.ifi.P7
C •»»-•»»-• *f** *••>»--* NoMflMhi C W—jwwn ». Hymn r«k m Ovm
P. R. WINTERS, HEAD. ENERGY OFFICE
CHANGE IN SENSITIVITY
C ». muii ii EHrnx 0«m
04-31-87
T. A. LAB00N, CDR. CEC. CO NEESA
I l«J110» «M0 • <*. UW C > MH ttca an i mpkm
Position sensitivity has changed due to access to new computer system.
BOC: NS4







)_ .e » >»»c »-io »• Of*
«-iC » X». Ccnw
. Iltacwt S-. I wort &cA«Ot«* ~rm
•-»«
-. 0-» -
»a avi . ;
CM
r TO Nm r»i I
Chemical Engineer
PD* 1418
r •w. arc ,t«tt • i
Coal /Air Department Code 111C
Energy Office
Naval Energy 4 Environmental Support Acflvit
CC/WC 550C
B >>ViniiMnf B»«» ~ »&•»«•* a sar, "I -| -» IIIHMH
GS 0893 12
» Dwlar
Port Hueneme, Ventu ra, CA





REQUEST FOR PERSONNEL ACTION
P»rt I— Niquftllng Offict — (Use co*np'«e °§'i I Mems • »r\0 20 34 as necessa'y
CED79035
t '9 **»-©~» r«>««v c«* i4m «ne r
w
u 'u w ****o»
Don Bangs. XS674 1 1 -f>Q-ft6
RESIGNATION 11 -30-86
€
WtqMiaw? »r i*^.^ r«l w 0***>
c Ptmmm (•<«»«» d*-«
*•»»..[ tr. »i»w^ 0»»e« 'Now $««*~"Bor« ', «cr«^ tfjyMpJ • «*p^«w tir»o"W* ^. <-»» y—
*
wi* or ervm) • atom •» wmy^ty ^im i*-* nm •are yiupfM
p»rl II— F©f Prtpantlon o* S* 50
•»-• /Lav *>* il—i
WILLIAMS, HAPOLD C.
1 IS-
134-58-698"' NS 1C-C«-- 7
• !—r. Cw« OS* ll I
J- C «• >nr
•-10 »• Co-<c
13 -»• ja O
* l*mcif— 0«i« w»a«- idun
'»» *«•**» • WW
l»C *ff ••" **w* t^ *» , '»C fc*tm
•»( »# '»*•I f w I 'M w<m




Naval Construction Battalion Cente
Code 93
CC/WC 074C
B 'I'yi n i h i ii
WG 5803
n >*• l*>» >* lava *» n tear>
10
X j — . I— )
X Cut kw
Port Hueneme, Ventura, CA
• -*! Cot> I







i «*"> c ma «ctwi , ™&~*4 , »- # * or mm »c**- *** »* »*w s»apo»#c ircr «
» 'p»*S Dm
* ft* • w«» re I *f» we : to;, ja tea I «« Cm
p*»h 111—Chwanett
A O*** *j
C **~-rxj MJ T « w~ r •- vn« »PW *a~*«rw
p«n IV—Employtt Atttgn«tton'R«tir«m«ni
^nvKjr Act SUl»m«nt
Vov •'• tovaa'ac tc lo'^f*." a toac'.: 'aaac *o- v©\r '•»vnt ' l°" 0' 'ai-'*****"' a->e •
lerw^tV^ »oo *»i voa- aaac -\j. o* zsx^aoaac - a^» l<jlu'a 3«o»or '•^•'a-'^ »oj'
ft «npa3 fna*' ifi !fvt c »0« **"*<• i-< t>«, |iK &• *aa< 1C 0*"«"*v* *Ou' 9hQic»M,
»> ^^rnoioy^y 1 comotnuic 0»^«' II v O«' »©**•' 0«*C, fcOO'Ml «r* M P»ima* ,
j»#c to tn»i rw. eoc-at o' a*» ooc^^tta ye i-%ou>c ^a»? o- a*v pa* o- ccnoa*,,*a , <o^
rob • t pnt—c ic
Tt*e ***or»niior « r*Qu«*'ac onoa' •ji'vy-r* o' wr<v-i X1- iX' anc l$0* o* mta 5
U S Cooa Sacwt X' %nc IX u-c;t 0*w > -c aeatcai tc «•*« iguwio^i - "
r*9»'C tC B*no«crY ***>*! 0' inOrv-Outit r m« c aOa'» v^vk* »«€ T^»k raCCO* »**• aac
to* SAO< 'toutriji • ?'•< -»* tc fur*tft? f*a aoatcV 'aatc to* larmftatc- o* («ora m
v<C» tc ""•* SaC'tta-r 0' _jdo o « S ft • *Tj»*iT m c»v>*acr »n- aC"w*SL'aiO'- J
una •npte »•*•">. co^w*mio^ D'oo/a^*
T*a [yfmanmc, o' (hig -<-to'Ti»tc 'i vo»j*i«-> ho»t»f' ta>u*a to c»ovo)a * *^«» r.»tur
* row to* -aca-w^c, • row ooo+a o' <**oaa 9ocj">a'v» vO\. anoxic ^a^ ,2 Mi > 3*"*a
co^o*"!*'*" Out fOw *no Oi w nft»*npioym>ftl comp»^i*to^ Bangui e amen re*.
*\a. cm a^nrtac
r it jngiafimawiiwwi '»*crf *«o« ^«« kmc^t •
Accepted overseas emplcyment in Japa r
C*> Im» an* t'» Ca«a
Forwarding Address in Japan is not known: Local Address for mail: P.O. Box 3482
Port Hueneme, CA 9304;




REQUEST FOR PERSONNEL ACTION
P%n i — Rtgjttimg OMict— A*sc :o**pi*i« P*'i II ite^s 1 tno ?0 3* as necessity
PWD78753
Ada Allen, X4537 03-27-87
SUSPENSION NTE 04-19-87
•aoo**"5 f *t.^ Dm*
04-12-87
6' Sh?-* »• '•- a*C Dw«
S. L. DAVIS, Director, Ma1 nt/UtH Uies Div
r ttm^mt** 'm
D. G. MORRIS, Public Works Officer
i ajitatwi Pi "jwjwwmj Qfaa mm—j Sm—
an* ante* V If I
Reference Plumber Foreman letter of Proposed Suspension dated 25 Feb 87.
MtM IUM "**•* i«ca or $ *-*£-•* i "••
BOC: FYH
P»n II—fc P'»p«ritlor. o' Sf 50
KNOLLS. Ma-y J. 395-38-2376
• to • '-• • art
NS 01/05 '44
I to> Cone On i
4- 'C • Oi"»
'? Uwn 1*1 Cmm urn l
u |B«f*« Dan
»»,^* w :< ]-« 6-»-
i^— in cv a** war
k* .
IIU >J Wnr, • , «u» i •*/ ^»wt
Plumber
PD« 1380
PubHc WorksHSepa-tme^t Code 871
Haint/Util ities Division
Metal Trades Branch
Naval Construction Battalion Center
Port Hueneme, CA CC/WC 1868
*ar* mt-c .xi r 9 i-'%MM»% Jmn
"srm"- 'W a *»^
4
Oomamm Ca* k -»• ,«• J — • •" X bm






tpu c*w»* m REQUEST FOR PERSONNEL ACTION
Pm i—Rtquttimg 0'llct-»»c compile P»n II lt»ms i ina ?0-3« tt n«c»»i*<»
CP072304
• F« mmn i > CM (Now ans '•
Judy Boos, X5970 03-16-8 7
EXTENSION OF TEMPORARY
APPOINTMENT NTE 1 YEAR
» I I !*•»•» Om
03-29-87
I »T i^l**Lrf T«» jm« ^M
Cindy Bradford, Acting Training Qiy Dir
»«» l >> ffaj—rfi raa trc Oa»>
L. Miller, Civilian Personnel Officer
IWi MM>M ntM •fUC' « f «
Action to extend appointment 1 year
BOC: PEB
Pin II— For P'tp»'tl»on of SF 50
HEAPS", PATRICIA R. 551-56-7834 NS 09-09-65
4 Sar* Co<* Zmt •*-•
j- i0 » One





IK W ! »C «uro». I : »* »-'. won
• ( Ml if KMrrr,
J* TO hHDT T«» V« Nh#«B»
Cleri-Typist
PD# 4546
Civilian Pe-sonnel Office Code 232
Personnel Development Division
Naval Construction Battalion Center
Port Hueneme, CA
CC/WC 0430
S H>Hr«0—wCa»|B IwiVx Sat
I
n -»-» I 1i m» « tir«l -• J' «»••»
GS 0322 3
* i* MB-
Port Hueneme, CA i-KI Cow l





REQUEST FOR PERSONNEL ACTION
P»rt.i— Rtquttting Ollict— *sc somptu pa" II Hems 1 ina 20 3« «• riictIM'
' >a»>t»«c. uh
SUP76638 Sandl Hess. X4476 05-02-87
RECRUITMENT TNTE 1 YR
* OOCT*^ £**:»-• &•*•
06-21-87
J. M. WerscMn, LT, Plan. 4 Inv. Branch Mgr
. ^^ C
* Mi*: f"«i"i 0»>»
R. E. STEIOLE. CAPT, Supply Officer
•«• m^c- . V u
Vice: M. Mart
<*>i f aTMOr '«Oh*M*C « >TOg l»l •*4r**"or t
reti ring
i » csMtacanf 'nwvi o r« rrt^n*^ aMH mjm mm* MCti or * *+£-» • • 1A*«
BOC: 2IC
Pin II— Fo' Prtptrittor o' SF SO









MANAGING TC PAYROLL - IMPACT ON SF 52 SUBMISSION
M»~«5* tx °iyc'' iut^c-1 tjr has giver managers more flexibility 1 n position ti-ijwr: end any
consequent organizational changes end reorganizations will result In new Personnel and Position
actions. Managing to Pa/roll p-og-am support memos have been distributed te tenant activities and
delegation letters have been distributed to all CK Payroll (imagers. These outline local
policies and guidelines fo r new actions under Managing to Payroll.
1. C*i»*:Z>*!OhA. CHANGES:
Unde' Managing to Payroll, o^ga-i zationa 1 changes will result in menage's submitting
reouests fo r 'a' ignme". of pe'sonnel. A re q u <reee r> t exists to -Infer CPC cf these changes 1n
coe' t: maintain ou' NC P C£ oatarase. A'' SF 52s submitted wrier are part c' an onga-izatiora 1
cnange e.g. 'eassignme't o' pe*sonne" 1ntc a newly ceatec division, neassignment of pe'sorne' out
o' a division i- t'anc* being abo^shed, snoulc be accompanied by an 'Organlzationa' Change" memc
.
a sam-'e o' «n-c" 1s included with Section G. These need to be submitted only if they have not
previously 5ee r subs'tted witr another pe'sonnel 'position action.
2. establishing ne« = :s:*:o».$
SF 52s which estab'isn new positions classified by the Payroll Manage' should be
accompanied by copies o f the new PD and 1 f you wish tc recruit on this position - a copy o' the
Jo: AnaVsls. An onganizational cha r t showing current personnel 1n the depa't*e r t whe'e the new
positior 1s located (with Pay Plan, Se'les ano Gr«oe of all civilians and r»nt of military
personnel) should aise accompany the PDs.
3. CLASSIFICATION OF IMMEDIATE SUBORDINATES
Payroll Managers ere not delegated authority to classify Immediate subordinate positions.
SF 52's Involving classification of an immediate subordinate should be routed through the
CO/Offlcer in Charge o* your activity, prior to submission to CPO, for their signature on the
PD cover sheet, 0F8.
4. KVIE* OF POSITIONS
Position Action Requests on a SF 52 by the department for an official "Review* of a
petition m Itea F,, ere no longer required under Managing to Payroll. The review process should
be performed with your Personnel Management Specialist prior to submission of any SF 52 rather
then after the action Is requested, Informal requests by memo or phone call for review of




TAB.E Of ENCLOSURES tq BE SUBHITTED HlTh SP 52
The following types of Personnel and Position actions |1 1 require submission of • SP 52 to the
Civilian Personnel Office. This title lists the enclosures tnat snc'id be foi'aefi «(n the
SP 52. De'ays m processing actions »ay be caused by l«co«plete packages being submitted.
J/* • Job Analysis fonr
OCH • O-gani zational Changes
I TYPE Of AC'IOfc
PD • Position Description 0f_6 PD Cover sheet
OCr • Orgamzatlona 1 Chart
_ES_ Evaluation Statement
ENCLOSURES
t AMARC (SSP or os:i 1 List Annual gPAP
1
amr: 's p e::». act op sep<::e
;
Specia' Act or Se-vice Recoamendafor fo-ir
deta:. i T c es*ab.: s-e: p:s:*::>> l p C Deta-' Tenninatior, S' SI
deta;.. *; j*,:.f~i:-:i: pjs:*:o». Sjrm&'y of Duties t Deta'' Terninjticr %' SI
beta:. e>":ss::s Ame-dme-: tc T eiiti nafo- S r 52"
LEAVE MIThOl" PA" l»j- R T C Sr 52 If em;'. lea«'ig area &es- g-av c- SF 52
LMOP Ex'ES$:0s Ame^dme". to resignation S" 52"







PROMC'ION [TtHPORAR"; | IPC Change to Lower irade (ClG) Sf 52
PROMO'ION (EXTENSION Of TEM= PROMC'IOh,
i




| IPC Piyo' 1 *e»c 1 Support- ng aocs (See Section. D,
1
REASSIGN*' (TC ME* PCSI'ION; 3PC Of 8 ES OCH
!
REASSI6JAMEN" (TO ESTABLISHED PCSI'lON) 1PD Of 8
RECRUITMENT (MEM POSITION IN EXISTING ORG) 4PO« Of 8 J/A ES OCH
iECRUlTWENT (MEM POSITION MITM ORG CHANGE i 4PD« Of 8 J/A OCH OCX





SUSPENSION | Return To Duty Sf 52 and Reference letter
TEMPORARY APPOINTMENT (EXTENSION) Extension Ncfjo (See staple Page S7)







Note • nymbe- before PD Indicates the nuBbe' of copies to be submitted rlth the 7 52.
The PDs submitted tc CPC aaj be usee fo' »1 1 or tone of the following:
I. For the Recrvit»eru C»se File
b. FV the n file (original)
c. In the employee's OPF
d. Fc completed 0F8 to be returned to you' oepa'-tBent (For *•<• Petitions)
P?* One o' tne PDs subir-tted should be highlighted showing the ajc duties fo>- the Jot A/valysis
|fc >-ec'L' fne-*.s e«pe:te: tc be filled b> Me'-t Pro»ot ion ; . If the ptcujt It »cco«p«nieo
t.. i comr'etf copy c' i Jo: Analysis fonr with tne «4J0' duties listed, then the PD need not
Ps r-:'" i; ,'tec.
Jo: * r a'vs's nee: o'".. pe submitted i f tne pcsitior is expected tc be filled by Nerit
'••OBCtic, etne- tha' &r ope' cctinuo.s register.
Ameidi-e'-.s tc dates infi otne' infoiEatior sutr'tteC o' previous Sr 52s may be Included in
tne -eme-is block Ilteir !! o' the ne» SF 52. Tne Sr 52 Numb*' ef the p-evious SF 52 to be
ame-ce: sho.'c be >-e'e rencec Tnese are not fue enclosures but just canents tc be





(PD COVER SHEET - OPTIONAL FORM 6^ (MANAGERS COMPLETE CIRCLED ITEMS BEFORE
SUBMISSION TO CIVILIAN PERSONNEL OFFICE)
POSITION DESCRIPTION -w <w <«,***«.•. ,m *~>.<
dj ••-- »
lL-T.Z.




















*#» (•*!"»»>• -•*# -*-i •' »»*» |l*'w"»i #• "»• ' '»»<•
f_0**"»« S«m« «M«
NOT OPTIONAL - MANAGING TC PAYROLL UNIT
MANAGER
p5-(flSjj-
(^J CMU>nu**> JM Brf*Hf :*"•«••» »" '* «| - . mm >m- "m mm>-
TfHtf *•*•» w* **• •* 0*'«« T»*«f A****1
Tcwi.-
rj; I.-—. —e-c— •.-&—«« ••..• or OTHER REFERENCE
USED FOR CLASSIFICATION DECISION
'***-*•« ana c* -««'*o •• "» «»•**• • ^*w
•* ••9~9**r itmm
»ii
USE THIS SECTION FOR STATEMENT OF DIFFERENCE; TO IDENTIFY IDENTICAL ADDITIONALS (IA);
AMD OTHER CONSIDERATIONS ABOUT CAREER LADDERS, TRAINEES. OR OTHER VARIATIONS FROM
IARCET LEVELS. THIS SECTION IS ALSO USED TO IDENTIFY TEMPORARY POSITIONS; AND
FIOHDTIONS BASED ON ACCRETIONS OF DUTIES OR "IMPACT OF PERSON" ON THE JOB.


















S'Ec B S'ep :
ESSENTIAL. PA'ESB.E 4 D!S T !NG'. :SHAB:_r
KNOWLEDGES, SKILLS ANC ABILITIES (KSA'S)
JOB ELEVEN'S - WITH OE c lN."IONS
* OF MAJOR DL'*y OR
DUTIES REOL'IRING KSA
OP PARAGRAPH # IN PD
REQUIRING KSA
QUALITY RANKING FACTOR IS KSA #
STEP D






JOB ANALYSIS FOR MERIT PROMOTION
POSITION TITLE: Budget Analyst
SERIES AND GRADE(S) GS-560-5/7/9
P.D. NUMBER(S) 22XX/Un UBKL
ORGANIZATION OPT todgt Branch, CgSO
SUBJECT MATTER EXPERT c. Smith
txirrrm
STEP A
MAJOP DUTIES OR JOB FUNCTIONS
IT, Assists in POM'Budget Preparations including word processing and computer
generation of budget exhibits.
£ Maintains funds status and pending requlrenents
_3 Conducts studies of problems related tc budget execution and funds control
_£ Assists in detenr.ir.ing required reprogramtir.g actions
5
S"F C E
ESSE*.'!*.. PATE AE_E 4 DISTINGUISHABLE
KNOWLEDGES, SKILLS ANC ABILITIES (KSA'Si
JOB ELEMENTS - WITH DEFINITIONS
KNOWLEDGE OF FINANCIAL ACCOUNTING PROCEDURES ANT1
RECORDS
ABILITY TC ANALYZE FINANCIAL DATA
STEP C
# OF MAJOR DUTY OR
DUTIES REQUIRING KSA
OP PARAGRAPH # IN PD
REQUIRING KSA
h h 3. «
3 ABILITY TC COMMUNICATE ORALLY AND IN VP.ITINC 1, 2, 3, *
6 KNOWLEDGE OF AUTOMATED DATA PROCESSING (ADP)
~ SYSTEMS
QUALITY RANKING FACTOR IS KSA # 1
STEP D







EXTENSION OF TEMPORARY APPQIMT1C*' »CMC
(This is m exiaple of the wi»di» to be sent to CPO w1 tti • SF 52 for extension of teaporiry
ippci nt»e-: . The ae«c should be typed on 8 1/2 x 11 ptper *no include the employee's niae. Vie
period of the extension ind the reison for the extension. The lower section of the wtmo r»na\m 1s
used for tn endorsement of the *ctlon by the Personnel Office end i copy of the completed Bete 1s




F-ot» C c 3* 8C
Tc: Code 23'
Sutj- E«"NS:0N y TE*>0We* APPOItTWii' Ih THE CASE Of JOAl* U. COLLINS
1. Ms. Collins pesit'e is reau irec ir> the Maintenance Division, Me til Trades B r incr. Tnls
e»t*-s'c <s '*:.*stec is tne *o-« that Ms. Collins his beer demg, which «is expectee tc list
only fo- one /ei-, his net jret been completed md 1s expectee to list inotne r yt»r.
2. ! ir requesting thit Ms. Collins ippdntaent be extended for < period of tlae not to exceed
1 yeir.
D. G. MDRP.IS




0»6AjlIZ*TigiW, CHAWGt MB PERSOIMEt IHLUmm HMD
This sa«c le wnc illustrates the aethod to notify Codes 22/23 of organization chawaet ymu
a-e »8kmg unae r your delegated position Mnageaent/posi Hon desslf ication authority. To
provide « vehicle fc reviewing cgi 'rational changes, to allow processing of associated
pe*sonnel actions, and tc assu r e ir up-to-date civilian personnel (HCPDS) data Mm, all
changes *ust be subnittec in the following format. An assumption 1s Made that all
organizational changes fill within delegated Position Management authorities.
Free How code
Te : Civilian Fe r sonne' Depa*ta»ent
Sub;: ob3**»:z* t ion*, chance an: persoxne. rea.i6*hcii" for coot
_
Re' i2 c: :b: new: dc::doc"if i ?e^
c
'22; e* ««- s~
(c CE.' Orga-irationa' Man^a'
En;' ;' i»e»'Revisee "ssio' and r »':t-c Statements (1f change:
(2 P»e» 'Revised Organization' Cha't Hf changed
SJt< - :> C" >>»:!: (b'ie'b sjwT.a"2e planned change
2. fj*.:'::st,. S't'EM^K' ;«a»,j: [wist all changes ir an "Add, Delete and c- Change* format
e'tne" ne-e c- as » e r :'cs-'t Re'e'ence you' O'ga r, zat1or Han u a' . Please highlight
changes
3. QP'tts::t';c)*.A. CnahJES (lis*, a" changes ir an "Add. Delete and/on Change" fernat
tithe' ne-e c- as a' en;':s- r e
t PE°S3»<»iE. RE».;GNH~s~S (SjBM'ize b'ie f ly the pe'sonne 1 changes occu'ing as a result
of the organizational functiona' changes above I
E CE'":"::*":ot< *s tne hea: o' this Hanag<ng tc Payc'l unit. 1 certify that the
afliitions, deletions and c changes tc tne ission, function and organization described he'e
reflect cu'rent aiissior re q u ire«e'ts o' tMs organization. I also certify that all personnel
actions necessitate: $> these organ zationa 1 changes will not lepect grade levels of other
postiors withir o- outside of this unit. These organ zationa' changes and personnel actions
are consistent with reference (ai and related guidance and training and are within >
delegated authority.
(signed)









STUD£N T AID EMPLOYMENT HOURS VERIFICATION HEHQ
(ACTIVITY LETTERHEAD)
DATE
From: Department XYZ, Code ABC
To: Payroll , Code 2421
Sufcj: VERIFICATION OF TOTAL HOURS WORKED UNDER THE STAY IN SCHOOL/SUMMER AID
PROGRAT FOR (INSER T STUD£N T S NAME!
1. Pleas' ind ; cate the numbe r of subject hoys for the above naneC individual
an: retu 1"" tnis f OT- by ( DA"
'
.
This information is reouirec t:
determine p rjnotio r eligibility unoe^ the Stuaent Aic prog^a^s.





Periods of employment: tc present
Total nours worked:
PAYROLL CLERk SIGNATURE EaTT






This title outlines general guidelines to follo» <rtien oet«iHng employees. Fer furtner g u ia«nce
or specific cases, please contact yow tervicing CPC Operations UM, SF SC (Notification of
Personnel Action) 1| no longer produced, the Sf 52 is filed permanently <n the OPF (RHS). Nhere a
S^ 52 's net 'eq^it-ec , aeac fc the record provides evidence of dites and ack e»pe'eince for







SF 52 TRACKING SYSTEM
The progress of the following types of action* tuMHtcd to CPC 1j ejonltored using our Interne!
S c 52 tr»cking systeir Tn« Semj'es or peges W end 65 provide fythe* information on tne system
«nc no» Sf 52 nyu>c-i ar« esslgned.
TYPE Of ACTION WHERE TC CA1L FOR
FURTHER INFORMATION
anard (sustained superior performance)
cancel position
change to lower grade (fro* ttmf promt'ion)
conversion to nen temporary appointment
detail extension
deta:. termina-io*.
DE'AIl TC ESTAB-ISHEC PCSI'ION (AT GRADE!
DETAI. TC HIGHER LEVE. DL'IES
d"a:_ :c lower .eve. duties
detail tc un:.ass:-":e: d.'ies
de t a; l terh:h£':ok
LEAVE klTHOL* pa> i .»:-
lnc- ex*ens:on















SUSPENSION (These «r e trecked • nony»ously)


































CM #1itr1btrtes « uNkl; 11 tt of Active Personnel Action requests (SF 52! produced from the
tracking system ThU luting It for your Information, rtvliv. And feedback. If you f1n4 »t\y
*1 screpenclts 1n the Mst, or have my comments concerning the report, pint* cont«ct the






Frc*: C1v1l ien Personnel Officer
To: Distributer
Subj: SF 52 NUMBERS
1. During recent »ontns »e hivt bten 1*p»oving our existing iinij
testing ne» systems involving the Nang YS end Local Area network.
snt support ijrsl «««J
2. Me ask jrou- support in itt'n; < change to the Stenwdiied SF 52 mattering sjrstaa. Ttw
following changes alii not only Mke tnese nuabe-s compatible with the loci' APS (AutOB*t*d
Personnel System;, but else with the ha*jr wide NCPDS (Navel Civilian Personnel Data Sjstaa).
3. Tne fe' lowing fonnat shoi^d be usee l»ed<ately o r all electronic and paper sf 52s
submitted tc tne Civilian Re'sonne' Office. Tnese should be included in thei' entirety 1n
6'oc * o* p «'t 1, tne first block or tne Sr 52 o r or the SF 52 nuaber entry on tne APS




















naval facilities contracts training center
PROCuRENEn' HANAGENEN- REVIEW BRANCH
NAYFC CONTRACTS OFFICE
BRANCH CONHISSARY STORE
CIVIL ENGINEER CORPS OFFICER SCHOOt
COPCBPAC EOUIPMENT OFFICE
HAVA1 CIVIL ENGINEERING LABORATORY
NAVAL CONSTRUCTION TRAINING CENTER
NAVA- ENERGY ANTJ ENVIRONMENTAL SUPPORT ACTI
NAVAL LEGAL SERVICE OFFICE DETACHMENT
NAVA.. MEDICAL CLINIC
NAVA. SUPPORT FORCE ANTARCTICA





































SobJ: SF 52 KUMffiBS
4. Following It an e«p''an*t<or of the nua&eMng tehMt. The basic changes froai We pr»v1oul
syttaa 1» un til n«tci wi 1 1 b« 8 eh*racttrs and tftat you win only be designated 4
ct>«'«ct»ri for internal use Instead of 5. Hopefully, this will be sufficient for /our
d»paro»nt/act1v1ty to track jrour own (Ctlont InUnully.
1 2 3 ALPHA ces
4 nu«cf.:: 6
5 6
, 8 AiP"' 4201
CHARA'TED TVP[ EXAMPLE C0»»CNT S
Designates 0rgan1iat1on/H«nege to R*yroll Unit
Refers to FHcil Tear submitted (Should be '9' efte- 1 Oct 88)
Fo r the mte'nai use of each depa't*e"t'activ< ty are m»y be usee
ir an> way which 1s sultatle as long as eacr sf 52 subs-ttec
has a unique number. The following are suggestions:
X> May be usee tc refe r to »r 1nte-nal dlvlslor code
01 Hey be usee to designate a sequence nu«be-.
5. The flepa-tJie'-ts unde' the '.omn»a Cf'ice Manage to Payroll Unit have the fifth cnaracte'
designates «s tne organwationa' code, but f'rst four characters will be slullir.
£. Any questions o r suggestions on the modified numbering systea should be directed to your
Fe'sonne' Specialist in Code 231.
^V
Distribution:




(HfLATIMG TO PROCESSING PERSONNEL ACTIONS)
The following 1l * Hit of terms and tcrony*] thtt either appei' in tMl guide or thit you may
t«count*' during processing Personnel or Position actions.
( ) Numbers in parentheses after definitions rtftr to the subchapter! and supplements 1n the FPU
ne'e we information can be found.






i pe-sonne 1 actio- «Mcn 'esuUs in the addition of *r emp'oyee tc the
rolls (staff) of an organization. See APPClN T»C»r.
Ar organizational unit of a Federal agency eg CBC, MCE., «*C TC
.
Any oepa'tment or Independent establishment of the Fede'a! Government
•ricr has the euthclty tc hire eop'cyees 1r the Coapet' t've, Eiceptec anc
Seme Eiecutive Se'»lce, ec. Oepa'tment of the Navy.
APAS Alternative Performance Appnalsa' Program
APPOINTING 0*t;;fr a person having po«e' by le», or by duly delegated authority, to make
appointments. (210)
APPOIXTICNT Any pe'sonnel action that b'lngj an Individual onto the rolls (staff) of
an agency. See ACCESSION. (295) [5,9,14.17.18.57,63]
tAR&AlNlNG UNIT A group of employees that tne employer has recognized and ce'tlfled as
appropriate to be represented by a union for the purpose of collective
bargaining.
MC Billet Occupational Code [11]
M fteslc Performance Appraisal Program. (430) [SI]
ftmTn k**n a specific position is no longer needed 1t may be cancelled and the
PD nil no longer be mainutned. The position may either be encumbered
end the employee 1s moving to another position through reassignment,
realignment, or accretion of duties promotion, or it may be vacant end





CAREER LADDER Also Developmental Position. This Indicates the successive arma* Weeis
through which in employee My advance to tht full merfermiace level eyf tm*
position to which appointed or assignee. TIM carter !i««r it mstmfl lamed
based on • classification decision that sufficient vert esittt at tmr fall
performance level to support the frade. A carter leader mrorlam t
progressively more responsible experience and noncompetitive prmmstlori
potential for incumbents up to the designated full perfofMUCd level.
Promotions are not guaranteed. [10, 12,14,31,51,63]
CERTIFICATE
GRADE / ClG
A 11st of eUglbles ranked, according to regulations, for eamolatrnmnt or
promotion consideration. (332)
The movement of an employee wti 11 e serving continuously within the
saee agency, to a position at a lover grade level within the seme Jot
classification syster and pay schedule, or to a position with a lower rate
of basic pay 1n a different Job dasslflctlon system and pay schedule.
Usee tc be called 'Demotion*, but this term should no longe' be used.
(335 Boo« 53C. Supp. 532-1) [5,35,63]
c.ass: 5
"* Tc evaluate the duties and responsibilities of a posUlor and assign Pay
Plan, Title, Occupation Series and Grade tc 1t. (511, 512) [49]
C0*v, E T 'T:VE AR£t For Reducfc- I r, Force, that pa-t of an activity within which employees
are in compel' t lor for retentlor. Generally Is restricted by what 1s
consioerd a 'Iocs'' commuting area'. (351)
CONVERSION To change an employee from one appointment to another in the tame agency
without a b reak 1r, service. (For example, the process of changing an
employee fro* a temporary appointment te a care*r-eond1t1ona1 appointment
1s done by means of a conversion action.) (539, 316)
CCST CENTER/ k>0R«
CENTER CC'HC
A code used for tracking activities' fiscal accounting. [9,13,14]
cred: t ;ng s>lAn Rating c'lteria against which all eligible, qualified pr
candidates are evaluated.
stione'
DETAI. A tempo'ar r assignment of an employee to a different position for a
specified period with no change 1n pay and the employee returning to
his/her regular duties at the end of the detail. Technically, a petition
It not filled by a detail, as the employee continues to be the Incumbent
of the position from which detailed. (300) [5,11 ,13, 14,23,24,25,H, 51 ,61]
DISCHARGE
EFFECTIVE DA T E
This nature of action documents an agency-initiated action to take en
employee off Its rolls (for wort performance end/or for misconduct or
delinquency) when employee It serving on an appointment that does mot
afford him/her appeal rights.
The date on which a pertonnel action takes place and on vhlch the
employee's official assignment begins. [9,10]
ELIGIBLE Any applicant for appointment or promotion who meets the basic















GENERA. SCHEDULE / GS
GM
GRADE RETEN T ION
1-118
HARMOOK I-118C
JOB MALTSIS / J/«
S* 52 6ii:e
The entry position In tn occup*t1on hiving Multiple grtde levels to retch
full perfoiiince level. (511)
The process by «Mcn i perser completes the necessity pipe--wort me 1$
jworn 1n is tn employee or the first day the BBployee 1s in i piy stitus.
The creitlon of l new position In in orginintlonil unit. The position
My be within tn e»istlng ring* of pty pirns, series, titles, or gndes
current!? e»1st1ng 1n the unit, or not within this rtnge. [5,6.11,14.37]
The offldil OP* publlcttlon thtt contllns personnel rejulttlons.
Civil Service lew tnd instruction to Feojer«i Agencies.
Pirts of the FP« Syste» which t»plify or expliin 1n detiil vinous
sucjects covered 1n the bisk FPM.
The jot g'ifiing ind piy systens estitlisheC under Public Lew 92-392,
dttei August 19, 1572, ind «nicr. ippiy tc Best t'lfle. crift, ind itbo r
pos'tiors i r agencies subject tc 5 U.S. C . 53*2. Unde' tris systeir tre pi.'
o' ce rtnr feae'-a' employees is adjusted iccoraing tc the 'ites paid Sy
private - ndust*y fo r Sl«11tr joos ir tne sine irea . IncluaeC unae' tnese
syster; are Feae r a' ewcioyees ir 'ecog-'zec triae or ci't or ski" "i led
me: r.a ' • c a ' crifts, in unskilled, mik* Skilled or skilled inua 1 ltbcr
occupation, ind otne' pe-so-s, including foreiw- or supe rv so r s, in
positiors «he'e fade, crtft c* lasc- eipe-ience c- knowledge *s the r,i''
req>.' -eoier'. (532
Fede-a' Employee's Group Life Insu-mce ( 87C
;
Fede-i' Employees Ret'-eae-t System
Thit level of wort aesignited by management ind estieiished by the
tppHcitior o' the appropriate cltss1f1ctt1on standard's), which depicts
the highest level of duties ind responsibilities performed ir i positior.
The GS g'ldea piy system (which induaes G" positions), estlblished unde'
the Classification Act of 1949, is amended (5 U.S.C. Chapter 51 ind
Chapte' 53, Subchtpter III). (531)
Piy Plin for Gene-ii Schedule employees 1n grides 13 through 15 who i^e ir.
supervisory, Mhtgerltl or mtnigmment offldil positions. See PWRS.
The right of i Generii Schedule or previlling rite employee, when demote::
for certiin reisons, to rettln the higher gride for tost purposes for two
/Mrs. (S36)
Qwillflcitlons sttndirds manual for General Schedule petitions.
Quil1f1cit1ons stindirds Mnuil for Wage (ride positions.
The process of systematically collecting, processing, ewlyrlng ind
Interpreting the duties, responsibil ites ind level of work ind the skills,
tbUHies ind knowledge needed to do the work of I position in order to




JOE DESCRIPTION See position description
LEAVE WITH PA* / IWP Ar Absence from duty with pay M" lick lim »Utus) fronted tt t*»
teiployee's request following the approval o' a muMHty retirement
application, or after application for optional retirement due to
disability. (63Cj
leave *:tho." pay /
LWOP
MASS CHASST
HJSS TRAKS r £i
Hi-'.' = *• S'5"E k
A temporary non pay ititui end absence fro* t prescheOulM
toK- of duty, granted at the employees' s request. ((30) [5, t, 7, IS, 27]
Realignment - Movement of ar employe* with a position within tee tame
agency, during a reorganization with no change 1n the employee » aatltlr
grade or pay. [7.8]
Tne movement of ar employee with his/her position to a different emency
wner (l) a trarsfe' of function or an organization change tales place and
(2 tn«'e is nc change or the employee s positior, grade or pay.
Tr* p'fvoki ts-r fo r Pe-fo-TMnce Nanagewe't ana Recogntio' System.
See PHRS.
Ne"t Svs'.e": Prctectior Boa-tf
kam;:s-
f u r Came"*.j' charge ir manag-ng pe'sonne' 'esoi-'ces Implemented by the
Dece-tme-t c' tr« *>a»>. Unde' NTP, line wnageme-t is responsible fo r
Pos-tic Narage^e". ana Pos'tior Classification ana pe-sonnei costs a re











Nationa 1 Agency Check ana Inquiry - The investigation of applicants for,
arc ne« appem'ees tc, nonsensltive Pederal position by means of a naee
check th'ougf nationa 1 Investigative files ana vouche' inquiries. (7361
Nava 1 Civilian Personnel Data Syster - An AutomateC Data Processing systee
designee tc iep'ove the accuracy, responsiveness, ana usefulness of
informaticr required for personnel management Doth within ana outside the
Depa't*ert of the Navy. DON. [7,9.13.14,49,58]
Pe'sors pa-c by Nonappropriated Funds of the agency. 6ene-ally,
these employees ere responsible for the comfort, pleasure and contentment
of personnel of the Armed forces.
Personnel action based on prior service and atade without regard to civil
se-vice registers of ellglbies or te the priorities required for making
temporary appointments outside the ^uur. (210, 315)
The Office of Civilian Personnel Management (Mary)
The official repository of records and reports of personnel actions
effected during an employee's civilian government service and the
documents required in connection with such actions. (293) [8,52,57,61]
Optional Pore 6 - The cover sheet to Pe attached to all description
duties statements. The 0f8 together with the Duties statement make up the




















The Office of Personne' Management forne'ly the Civil Service Commission.
The Pay Syste* c pajr schedule unde' whie> the employee's rite of basic
pay is determined eg General Schedule (GS), leader under tne Federal Mage
Systetr (He). [13,14]
A designation of the special factors, if any, which have been
Included 1n the determination of the employee's salary.
Position Description
- Whenever the term 1s used 1n the body of the guide,
1t refers to the complete package consisting of the cover sheet, Of 8,
end the Description of Duties. [51]
Performance Management and Recognition System is the Pay System
established under P.L. 96-6'5 to replace the He-it Pay Syste* for Gene-a 1
Schedule emp'oyees i r j-ades GS 12 tn-oug' GS 15 who a""e in supervisory.
«» r a9e- a' o- managemer: official positions.
A moietj'v a»a'C grafted unde' S U.S. C. 54C' wnc* p'ovides fo* casr
a»i'ds fc- jc: •*' atec pe-'G-mance ty «*!S ewp'oyees. [13,21]
Ar a9«-:> a»a-de: increase In r 4 te c' basic pa> basee or pe'fo-ma"ct
eva'.a*. :- »•*.' r; change ir ;-aoe tc ar emp";_.et r: 'i u n;e' ^'l
Ana"ys's o' tne kinc o' «o r k
,
leve 1 c' difficulty anc responsibility
and tne qua'1 i f lcat'or -eo>- rene-ts of a position »nt p'aceee-t o* tne
pos'tior ir a Pay Pia r
,
Se'ies ana G-ade according to published
standards See 'CLASSIFY''. (511, 512!
A statement of the major duties and responslpl li ties comprising the work
assignee to a civilian employee. Is referred to as 'Job Description" fo'
r ede-a' nage Systen pos'tions. Wheneve' the ter» 1s used in the body of
the gu^e, it refe-s tc the complete package consisting of tne cove r sheet
OFS, and the Statement of Duties. [51]
Deg-ee c' sensitivity vested ( n the position basec or, its access to
classified information and rijk relationship to the national security.
(732, [11.13;
Additional Pay for overtime, night, holiday, or Sunday wort and standby
duty. (550!
The referral of individuals who by law or regulation must be considered
before other candidates. It means that the Individual will receive bona
fide consideration by the selecting official for the next appropriate
vacancy. However, an Individual has mo right to be selected.
Provides placement assistance to DOC employees adversely af facte* by
RIF or declining functional transfer and to overseas returnees without
reemployment rights. Employees referred on this 11st may block the
filling of positions by other methods. The list of skills of registrants






PROHCIOn The chi-qt of «r employee to t position it t higher rate ef talk
(335) [5, 10. 12. 17. 30-34. 51. 63]





within gride increase granted under 5 U.S.C. 5336 for sustained Mfh
quality performance. (451 ) [21]
The aoveaent of an employee, while serving continuously wit»la tat same
agency, from one position to another without promotion or memotio*. (MO)
[5.6,18,49,36]
Separator o' en employee from Ms/her competitive level, required by
t^e agency because of lack of wort or funds, abolition of petition or
agency, c cuts 1n personnel authorizations. (351)
REEMPlOYEC ANKUITAK" A pe-sor retired unae' the Civil Service Retirement Law who It







RE'JRK TC DL'*' , RTT.
REVIEb
SERIES
STAMDMD FORM SC /
SF 50
* list of ct'ee' and caree'-confli tione' employees ar agency has
sepa-ated because o' » RI r o r a compensable Inju'y c disability *iere
recovery takes mo-e than one yea' frow the time the employee begar
receiving compe-satior
.
maintained locally on a commuting area basis.
H*ie- t Qtaii'ieC pe'so r is available or tMs list. tMs may block tne
fi'!'r.c c' i pcs -.tior by transfe' o r by ne« appci nt»e r t ' 33 C j
A list of CM'ifieo applicants comp-'lec 1r o r de' o' relative standing fc
certif icatior Same as "list o' ellgibles". (3321
Noncompetitive reemployment 1n the competitive service or a eeree' or
ca'ee'-condi tiona 1 appointment of a person forme'ly employed 1n the
competitive service *hc has competitive status. (315;
A cu' r e't Federa 1 employee 1n the competitive sendee i*io may be
noncompetiti vely 'ep-omotec to a grade (or equivalent level 1n anothe' pay
syste" c ir.tenrening grade) previously held or a permanent basis in the
competitive service, except when demoted for performance or conduct
reasons
Placement of ar emp'oyee back 1n pay and duty status after absence for
Fu'lougr, Suspension or Leave Without Pay. [29]
The process of studying a position to ensure content of ft, title, p*y
pl»r., series and grade ere accurate. [11,49]
Positions similar in specialited line of work but varying 1* rifflculty or
responsibility of wort and therefore differing In free* end pay range, eg
Personnel Staffing Specialists ere In the 212 series emd Petition
Classification Specialists are in the 221 series. (511) [13,14]
Notification of Personnel Action. The SF SO 1s produced by the
Civilian Personnel Office using information entered into end maintained by
NCPDS. It 1s primarily used to notify the employee end the payroll office
of the Personnel Action. In addition it is used to provide documentation





STAAJOARD fC*" 171 / Personal Qual 1f 1eat1ons Statement for*. It It the application form
9 171 used 1n applying fc most Federal positions.
STMOAACS Hay b« Qualification SUndjtrdi (x-118 or X-U8C) which cover the
requirements the applicant (jpergamj rn.it meet
OX
Classification Stgndards which outline how the worth of outlet and
rtsponslblHus of a position art Matured.
00
>«rfemxt Standards against which »n employee's performance Is evaluated.
STAr IN school / SIS Federal program employing low Income and disabled students, alto known as
Student Aid prograw. (308) [17,18]
stopper l:st List of skills of registrants of the DOC Priority Placement Progra*.
Appropriate positions oust be matched against Stopp*' Lists ana priority
at*/ be given to registrants fc some types of SF 52 actions.
SUSTAINED SUP£6:ot Incentive axtrd granted to an employee based or superior performance of
PERFORMANCE A»AB" ,'SS p assigned duties based as reflected in the performance appraisal. (451
)
TENPOBtP* po$: t ;c» Pcs't'o- filled on a non-continuous basis fc • specified pe-iod of 1 ytf
c less with a know* teTlratic date. (316!
tern: xa": on Separation action Initiated by the agency where the employee 1s not at
fault. Examples of this type of action tr* -TER"INAT IC* (A6ENCT)-,
•TERKHA'ION-INVOIUNTARY-, ' TE RMI «LATI0A1-MI L I TART
'
, -TER«lNATIO»i-
DISABIlIT", or -TER",:NA T IO*-EXPIRATION OF TEMPORARY APPOINTMENT'
TRANSFER This 1s the movement of a career or career-conditional employee, without
break in service of 1 full workflay o r more. fro» a position in one agency
to a position 1n another agency, eg H**j to Army.
TRANSFER OF ruWC'iOd /
T/F
For Reductlon-In-Force, U 1s the transfer of the performance of a
continuing function from one competitive trtt and Its addition to one or
more other competitive areas, except when the function involved 1s
virtually Identical to functions already being performed 1n the other
competitive area(s) affected; or the movement of the competitive »rt* 1n
which the function 1s performed to another commuting area. (351)
VETERAN A person who was separated with an honorable discharge or under honorable
conditions from active duty 1n the armed forces performed 1n a war or
campaign or expedition for which a campaign badge hat boon authorized or
during the period between M Apr 52 and 1 Jul SS or 'for more than IK
consecutive days, any part of which occurred wring the period 1 Fes 55 to
14 Oct 76. (211)
W1TMIH SRADE INCREASE / It an increase m an employee's rate of basic pay by advancement from
MCI one ttep of hit/her grade to the next after meeting requirements for
length of tervlce and performance. A SF 52 It not normally required by
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